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, o _ : . FOREWORD" - SRR
This gu1de was developed from the author's experlence 1n.conduct1ng
workshops on data base management for public school evaluators,
adm1n1strators, and other educators. The narrative portlon of tHe
guide corresponds to the information used to describe ‘this’ ébmputea
application. It is not necessarily a script, bu€ rather it o
contains' the type of information that has proven to be of valué: to-

.-people just learning about data base mangement systems.' The -
example discussed in the narrative has been generated with DB '
MASTER (Stoneware Inc., San ‘Rafael, CA). A set of util1ty and file-
‘diskettes developed using DB MASTER which contain the examples used

v in this guide is available from the Research on Evaluatlon Program

for the cost of the diskettes. The DB MASTER program is needed to

use these disks. Notes on the actual use of DB MASTER are enclosed ,
. 1n parentheses. '-There are other compacable programs, and the use

of this program is not meant as an endorsement of DB MASTER. .

-

This guide should prove valuable to an evaluator who wishes to:
learn héw a program like DB MASTER can be used for evaluation since
it provides an 1ndept descript1on 'of this system. The guide may ’
also be used as ‘the basis of a 1ecture/demonstrat1on of the .
capabilities of such systems. ‘ ) . .

-~

It is assumed'that the persOnrusing the guide will be familiar with
the major terminology, characteristics, and operation of
m1crocomputer technology. A preq?pter should have enough
,exper ience with microcomputers and application programs to respond
to questions from people viewing the demonstration. A presenter
should also become familiar with DB MASTER, the program used as the
basis for this guide, or any other program to be demonstrated,

. through use and reference to the program manual. ' -

of course, the best way to present a.lecture/demonstrat1on is to -
& have a m1crocomputer system available with a large monitor so that
participants can see the actual sEreens used in creating and us1ng
the -program. Examples of the screens and pr1nted output from the
DB MASTER program are .provided with this guide for illust;at1ve '
purposes. Presenters are encouraged to develop their own data hase
and Handouts from information’ that will be of utmost interest to.
potent1al part1cipants. . v . i \
The narrative and parenthet1cal comments in this guide are not
intended to replace the program manual; but instead to show how a:
program like DB MASTER can be used to accompl1sh tasks relevant toy
educational evaluatlon. The reader is referred to the program !
manual throughout this guide for a more deta1led d1scuss1on of .
certain concepts and procedures,
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Following a brief introducéion, the guide 'is ordanized arsund three
sets of concepts needed to understand what data bases are and how
to use them. One set of concepts concerns setting up a file.
Another set has to do with how to use a data base. The third set
-focuses on generating reports from thée information in a data base.
The Appendix, available as a separate doqpmént, is a series of

" tutorials which are brief descriptions of how to use the features
of DB MASTER. -
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AN EVALUATOR'S GUIDE TO USING DB MASTER: A
MICROCOMPUTER BASED FILE MANAGEMENT PROGRAM

Keeping "track of 1nformat1on is one of- the most time consuming
tasks in conducting an evaluation. Respondent or subject lists
need to be maintained with accurate and complete data. In some
cases individuals need to be randomly selected for participation.
And, once selected their responses or scores need to be chartedt
at each point in time.. In addition to study participant data,
information must be kept on project personnel, timelines and

: products. At various points during an evaluation, information
must be analyzed and summarized in the form of reports.

Currently, most of the 1nformat10n just described is recorded and
stored in paper filing systems. A similar microcomputer based
system may be thought of as an electronic filing system as
illustrated in Handout 1. Like a paper filing system, an
electronic fiding system consists of a consistent set of

records. Each record is a completed form and on each page of the
form there is specific information. K The items of information on
the page are called fields. For example, the first page of a

student.  data base might have fields which contain an *

identification number, the student's last name, first name, and
- middle initial, the student's grade, teacher, and school, .sex and
racial data, and any other demographic information needed. The
second page of a student data base may have a set of test scores
over a number of years. The third page may have parent
- information such as parents' _names, work and home addresses and
-80 forth. Together, the completed pages of this form make up one
student record, and all of the student records created using thlS
form constitute the file. . . {* :
True data base management programs allow one to gain access to
- many different files at once so that information from each file
may be used, for example, to generate a particular report. Files
for ‘any one subject might include; an address file, a demographic
data file, a test score file, and a notes. and comments file. At
different times information from one or more files may be desired
either in isolation or various combinations for purposes of
review or reporting.

A program like DB MASTER (Stoneware, Inc., San Rafael, CA), the
one used for illustrative purposes in this guide, i¥ more
appropriately called a file management system sirce it can only
work with one set og information or file at a time. However,
unlike _some file nagement systems which limit the number of .
fields in any one file to 25 or fewer, DB MASTER allows files to
have up to 100 fields with a total of 1020 characters per

record. It also provides a way to divide the file into sub-files
so that .one, does not have to work with all 100 fields atwlne_ '
time. This feature will be described during the discussion of
short forms. It provides DB:MASTER with the ability to emulate a
true data base management system.



Dot Base Llements .
" FIELD, PAGE, FORM RECORD arnd FILE™

- £Dch item of informaticn
/s called a FIELD.

m)%l{/toigammdr .
your “creern grone nme -
- Tdreadlled a PAGE. | ORPRDAE ———

T anosmored.
o Wa&sd_ FILE,. =

~ ek flleg-inform s
A R

- a . o gre’
*From DB MASTER Program Manual, . - Combirred into g FORM.

Stoneware, Inc., San Rafael, CA. ~
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The followxng are the general characterlstlcs of data base
management programs.

L

Function: - Facilitates the storage, manipulation, and

Cor reponting of information
- . . 4 )
Advantages: Handlés many klnds of information

. Ve;y*flexlble - can be used to create many
di?ferent files (e.g., student records,
e . pérsonnel records;, equipment inventories)
o _ B . -.Easy to maintain information by editing,
o C ’ ' deletlng. updating, sorting, and indexlng
AT ' A recodrds
' - Can be used to retrieve informatxon about
, s individual records or about groups of
. e records meeting certain criteria-and
. generate reports for specific purposes
S ° . : .

Digadvantages: Requires considerable time to set up

' Requires time to learn the operation of the

more complex programs
‘ Limited statistical analysis
o ' Requires trained personnel to maintain the

AN e ... . * data base

) : e \\ May limit the kinds and formats of reports *
L In the following sections of this report, the features of

; DB MASTER are .explored to iklustrate the capabilities of file
g “management programs.. The narrative portion of the text describes
the general features of this computer application. The
_parenthical comments describe the actual ‘operation dof the DB
" MASTER -program. A student file for a Chapter 1 program provides
the context of the example used in this report. A set of
-diskettes containing the file and utility disks for this example
. s avallable from the Research on.Evaluation Program for the cost
. -of the disks.' The DB MASTER program is needed to use these
; ﬂdxsks The process begins with setting up a file.

. - . “I .
N . . . : >'<"é._:
v . )
. N . i
.
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Setting up a File,

As noted in the above list of characteristics, data. bases reéuire
considerable time and effort to set up .and maintain. A
Isystematlc plannlng process can facilitate both the initial
ffdevelopment of a data base and its day-to-day use. 1In this
"sectlon, a five-step process for developing a data base is
briefly discussed. This is followed by a description of the:
actual procedures used to set up a file ’system using the DB
MASTER program. :

Planning a File Structure

There is a considerable amount of plannihg that has to be done so
that (1) the creation of a file can be accomplished in ‘an '
efficient manner and (2) the file will have maximum utility.
These steps may be used to guide the'developagnt of a file*:

1. Determine your éoals. Be -clear -about what you want to
‘ accomplish with the file. : . .

2. Specify the data needed. Sketch the ﬁ}pes of reports
you expect from the file. Develop 'a list of needed
fields. Consider the requirements of each field.

3. “Setup the file. Enter the file as you have designed
it. Enter some sample cases. Practice working with the
data base. .

4. Design the reports. Refine the sketches of reports.
Enter report formats. Practice generating various
reports.

5. Revise. Learning from your initial mistakes, start over
with an improved .design. . Repeat as necessary.

6. Pilot test. Use the file with real data for a period of

time. Manually confirm that the results are correct.
Plan on revising again.

The following discussion-concerns step one, determining goals and

step two, specifying data needed. The bulk of this guide

concerns the content of steps three and four, that is, 'setting up

and practice manipulating a database (3) and generating

reports (4). Based on the experience gained in these steps one

can plan the revision and pilot testing of a data base, steps

five and six of the -above process. The terms file and data base

are used synonymously in this guide. T -

»
~

4

* From Deck, D. Chapter 1 Technical Assistance Center, NWREL,
1983. - ’ .
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s,.
' Detegmine goals. in order to match requirements with the -
capabilities of a given data base management system, it is
important to start with a set of goals for the use of the
system. A good way to determine goals is to analyze the
characteristics of the filing system that is to be transfered to
a m1crocomputer or, if such a system does not yet exist, the
characteristics’ of a comparable file. These characteristics
include (1) the desired size of the data base (i.e., the total"
number of records anticipated and, approximately, how much
information will be in each record) and (2) the anticipated uses
of the system (e.g., daily updates and inquires, monthly .
reports). This information will help determine in g eral how
complex and powerful a system is needed. »

.4,

A data base with a small number of records (approximately 100-500
records) each with just a few fields (15 or fewer) which are
accessed occasionally would indicate the need for a simple .
system, such as pfs: FILE (Software Publishing Corp., Mt. View,
CA). These are relatively simple file management systems. A
modest size data base with 500 to 1,000 records, to be used
periodically to do some more, sophisticated manipulations and
reporting suggests a system such as DB MASTER (Stoneware, Inc.,
San Rafael, CA). A very compex data .base made up of ‘thousands of
records and numerous files with demanding report1ng requirements
‘would need the powet and flexibility of dBase II (Ashton—T?t”}
Culver City, CA). These are sophisticated relational data

bases. After completing the next sgeps one .would be ready to sit
down and try out the data base(s) u{ich seem appropriate to the
task. _ _ v - . ]

Specify the data needed. Using examples of previous, reports and
forms from other similar data bases one can identify the specific
fields needed and their requirements. Fields are thé discrete-
pieces of information that appear. ‘on each line of a form. Fields
may have such titles as NAME, ADDRESS, OCCUPATION, or RESPONSE TO
ITEM 1. The requirements for each field includes its nature and
length. The nature of a field refers to the type of information
in the field. For example, with DB MASTER ‘the following types of
fields are allowed: - \

e A number alone

@ A combination of letters and numbers, or symbols (alpha-
numer ic)

Dollar amounts

Social security number

Telephone number

Yes/no response

Date

——

Program Efficiency. The efficiency of a program depends on the
way it stores and retrieves information. For example, a good
program will “take into account the special arrangement of social

/{/ | . > |




security numbers, relephoné numbers and dates so that these will
be stored as numbers and yet appear on the’ screen' in their )
typical format. *

j , . &
The length of each field and the total length of each record will
determine how many records can be stored on a diskette and how
quickly records can ‘be retrieved. Therefore, a field's length
should be carefully determined. DB MASTER limits the size of any
given field to 30 character, but from 3 to 255 consecutive
recurrences of a character, such as a blank, are stored in only
two or three bytes. 1In this way space for information of

" undetermined length is provided in a relatively efficient manner.

>

Specifying fields and their characteristics. The DB MASTER
manual provides the screen layout form which apprears in

Figure 1. At the top of this form is a grid which represents a

screen page. The minimum and maximum lengths associated with
each field type appear’ at the bottom of the form. A form like
this should be used to specify the fields of a proposed data base.
* (At this point it is useful to move to the computer and get
ready to actually set up a data base. ‘Insert the program

- diskette into drive 1 and start the system. Following the

directions which- appear on the screen go through the steps needed
to get to the screen which gives you the choice of INSERTing a .
UTILITY DISK from a previously developed file or PRESSing ESCape
to CREATE A NEW FILE. Along the way describe the hardware :
configuration to be used in the demonstration, e.g..

Apple II Plus computer with 64K of RAM, two 5 1/4" disk drives,
monitor, printer. Note that the DB MASTER program needs at least
48K of Ram, two or more disk drives are helpful, and it is
preferable to have a printer. To demonstrate how to Set up a

‘file press 'ESC', ENTER TODAY'S DATE, and press RETURN.)

Setting up a File

DB MASTER is unusual in that the first step in settlng up a file
is to assign passwords. T

Passwords. The first step in setting up a DB MASTER file is to
specify whether or not to assign passwords to protect the
information in the file. There are three levels of passwords.
The lowest level restricts a person to just reading the data in
the file and, if one so chooses, some of the fields are hidden
from the view of a person with this pass word. The second level
allows the normal use of the data base which includes reading all
of the fields, entering data, deleting records, and so on.! The

‘highest level allows one to change the other passwords. The

availability of passwords is especially beneficial if the file
contains confidential information such as personnel records.

*The material in parentheses are notes to those readers who will
be using DB MASTER to follow the example.

6 I'Q <
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Figure 1 ‘
D.B MASTER SCREEN FORM LAYOUT SHEET *

—

$2 3 4 3 8 7 6 9 0141313 44 15 95 97 4849 20 N 23 29 36 23 26 2720 29 30 M 32 33 34 33 36 7 W W

P B 2B 382388238328 c0vwewvweon .

LIA[S[T[ NlAm[E [ [E[=12]Q] |- R O
FlIIRIS|IT| INIAMIE| lhl=ltiol || [
o~
clujsiTioM|E]|R]| [N[UIM|BIEIRL IL]= I
PlH|OINIE] |t | | - -
-3 08 £33 7] 22 23 2
AlGIE[ L[s]
.
FLE NAME ZMT Ok . 44 PAGE# L

EACH FIELD HAS 2 LENGTHS ASSOCIATED WITH IT: 1. # OF CHARACTERS. IN FIELD
2. MAX. # OF SPACES IT CAN OCCUPY ON SCREEN, INCLUDING § ., —, (Y/N), ETC.

'USE 2ND (GREATER) LENGTH IN DESIGNING YOUR FORM ABOVE. NOTE 1ST (SHORTER) |
ﬂGUlEAIEACHFEU)ﬂDIﬂﬂNQY!MIOFLBKﬂH!C)BﬂERINK)COMHWI&

TO DETERMINE ZMD LENGTH, USE THE FOLLOVING RULES.
AELD TYPE. #-T0. ADD MINIMUM MAXIMUM

TO 15T LEN. 2ND LENGTH 2ND LENGTH

ALPHANUMERIC 3 . 33
0-258 3 P 6

+ /= 32767 3 . 9
FLOATING POINT 3 P - 1
DOLLAR / CENTS P s 15
YES /NO 2ND LENGTH = 9

SOCIAL SECURITY 2ND LENGTH = 14

TELEPHONE NUMBER _ 2ND LENGTH = 15

DATE & AUTO DATE : “2ND LENGTH = 14

DOIKNWBEUNE!1;Z’OR24.DOIK”‘HDlEKNu’GWUMCERPOﬂﬂONlal

*From DB MASTER Program Manual,
Stoneware, Inc., San Rafael, CA
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(For .the purposés of this demonstrat1on, the presenter should
indicate N (no) passwords and press RETURN. The program will ask
for the MASTER PASSWORD so that passwords can be added at a later
date. Enter a word such as DEMO or the name of the file you are
creat1ng for the master password and press RETURN. Once’ this
step is completed, a screen 11ke the one in F1gure 2 will appear;.
press RETURN to: get to the file creation screen.)

iCreat1ng,a file. With DB MASTER a file is created by des1gn1ng
the pages of the form for each record. Figure 2 shows that

development is guided by’ ‘a screen which has the rows and columns
numbered for easy reference. At the bottom of this screen the

‘various field types are listed for easy reference as each field

is described. (Presenter should just mentiqn each field ‘type
here.’ The spec1f1c .characteristics w111 be demonstrated
shortly.)

The first step in creating a file with- DB MASTER is to decide how.
the file is to be organized; that is, what the primary key is to
be. The primary key has the same relationship to a data base
that a main entry card catalog has to a library. The *records"

in the library are organzed by some shelf location code. This.
code consists of an indicator for the subject area, a code for
author's last name, the pub11catlon date, a_title code, the copy
number, and so forth, until ‘that *record" uniquely identified.’
Similarly, the primary key is a llstimelllng the program where to
find each record in a data base. It may be as simple as a Social
Security number or it may be more complex and, for example,
consist of last name, firstffame, and birth date. The major
characteristic of the pr1mary key is that it uniquely identifies~
each record! g -

’

: It is often the case that records are not entered in primary key

order. For example, the students in grade one may be enteied
after. the students in grade five even though their identification
numbers come earlier in the sequence. The primary key is used by
thebz rogram to find each record. The shorter the key the qu1cker
the program will be able to operate. Of course, there are many
ways to organize the records in a data base. In fact, they may
be sorted according to any of the fields in a record. These
other organizations are called secondary keys andfare very
helpful if the user wishes to review a group of records organ1zed
in a particular way, say, by z1p code in alphabet1ca1 order by
parent's last name. :

s
k]

(Choose a numeric field for the f1rs€ field of the file. This
will allow.you to illustrate the use of a unique number as a
primary key and to illustrate the three types of numbers that DB
MASTER allows. Call this field STUDENT ID. Indicate that it
will be a medlum sized number, +/- 32767, choice 2. Place it in
VERTical row 3 and HORIZontal column 4. Indicate that the
MAXimum LENGTH is 4. Finally, since this number will be unique
to each record it will not have a DEFAULT value, just press
RETURN to indicate no default. At this point the program will

- 8
18



Figure 2

o yOU CREATE A FILE BY DESIGNING ITS FORM. *

Place the fields you want wherever you want them on your screen:

MAX. RECORD » 1020 BYTES

*From DB MASTER Program Manual,
Stoneware Inc., San Rafael, CA.

El{lle | - 919'
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ask you if you want to ADD ANOTHER FIELD TO the primary KEY.
Answei¥N .(no), press RETURN and procede w1th the’ entry of the
other ‘fields in the f11e ) : .

Once the primary key has been established, -the next step is to
lay out the rest of the fields jn'a record. Thése can be
numer ic, alpha numeric, or special fields like yes/no, social
security, telephone, date, and so on. The fields of a record
should be organized into logical sets and may be allocated to
separate pages if necessary. . :
(See the "pages" shown in Figure 3 for suggestions about field
type, location, ahd length. Some special feature of this program
are illustrated by the fields shown on these pages. Familiarity
-with this program and its manual will increase your ability to
demonstrate its special features and describe their utility to
part1c1pants )-

Figure 3

Sample Form Pages

Page 1 . _ '~ Special Feature
1234567890123456789012345678901234567890
AR | . .
2 ’ 4
3 STUDENT ID!.. (NOMERIC, +/-32767, LENGTH 4,
4 . ) . _ Primary Key)
5 LAST NAME .. v ' (ALPHA, LENGTH-15)
6 . . . .
7 FIRST NAME .. _ (ALPHA, LENGTH-15) .
8
9 ss % .. -__- & (social security number)
10 e .
.11 INS?(Y/N) DATE .. _ - ~-__ (VERT-11, HOR 20)
12 B .
13 CURRENT SALARY §$.. o 3 . (MAX LENGTH-8)
14 RETIREMENT- §.. . (MAX LENGTH-7)

15 (and "so on)

10

. | S v' | o 22() ' | .



Page 2 o T S . . Special Feature

1234567890123456789012345678901234567890 N .
1 v .

2 DOCTOR'S NAME .. -7 (ALPHA)
. v .\ ‘ * LENGTH-15)
3 TELEPHONE .. (395) __ - ' \ - (DEFAULT-395)
4 N
. ° 5 SPECIAL .. ) (ALPHA, may be blank)
: . _ LENGTH-25)
- -6 MEDICAL .. = (ALPHA, may be blank)
S ' LENGTH-25)
7 INFORMA .. (ALPHA, may be blank)
v x : LENGTH-25)

8 i .
‘9 (and so on) : /) \\\\“~A'

The following are features illustrated in Figure 3:
) ® The name fields 111ustrate the typlcal alphanumerlc .
field.

® The Social Security field shows how these numbers are
automatically formatted.

‘@ The insurance (INS?) field is a YES/NO field.

® On the same line is the DATE of enrollment field
illustrating that two fields can be on one line as long
as you do not overlap the fields and each one is given
enough room. . ’

e The current salary field illustrates the format for a’
dollar field.

e The retirement (RET) field is a computed field created
by multiplying the current salary field times the .
percent of salary that is contributed to the retirement
fund (e.g., 10%). '

] The fields on page two are related to medical
concerns. This is a simple example of the way a file
might be organized with each page pertaining to a
certain aspect of a person's record. - _ i

® The area code of the telephone f1e1d is defaulted to %%

(395).

- S

® Three fields are allocated for SPECIAL MEDICAL
INFORMAtion. If due to lack of information there are
many blanks in these fields DB MASTER will store those
‘in an efficient manner so that excessiye disk space is
not utilized.

11
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'(After the fields on each page of the the, form have been entered
a CONT/S will indicate that the page is completed. .The program,
w111 then give you an opportunity to see the page as it will
appear to someone entering data or reviewing a record. If you
want to make changes on the page you must press ESCape and follow

" the directions provided by the program regarding editing. _When
all changes are made, typ1ng‘¢ and pressing RETURN will allow you
to continue. >

At this point you may ENTER the NUMBER for SECONDARY KEY. This
*option should be taken only if the field will be used often to
search for records. With DB MASTER secondary keys can be added
at any time. Since they slow down data entry, it is not
 appropriate to indicate any at this time. .Therefore, ENTER 0,
and press RETURN). See the program manual for a detailed
discussion of secondary keys. )

Now the program asks if you wish to ADD ANOTHER PAGE. Add page
two. When you are finished with this part of the demonstration
type N (no, you do not want to add another page) and press
RETURN. Give the file a name (e.g.* DEMO), press RETURN. -The -
program displays page ONE, the record 1length and key length.
Press RETURN to see the next page. The program will now ask, if
you wish to CREATE a FILE or START OVER. It is generally not .
necessary to show people the mechanical process of setting up the ///
utility and file disks for this program although you should have
experience doing it. Therefore, at this point press ESC to START
OVER, to continue with the demonstration. The program asks if

~ you are SURE you want to START OVER. Type Y (yes) and press
RETURN. You can now start to create a new file by setting up
passwords, or press the control and C keys at the same time to
return to the beginning of the program. Press CTRL/C.)

! Using a Data Base

The file shown in Handout 2 is the one to be used with the rest
of this demonstration. It is called STUDENT DB. It has 39
RECORDS. Each record is 222 characters long. Due to the ability
of the program to efficiently use disk storage space the primary
key takes up two bytes of memory even though it is a 4 character
integer. These are 33 fields in each record. Their names,

" whether they are part of the primary or secondary key, if they
are read protected and the field type and length are all paft of
the file description printed in Handout 2.

(Pressing CTRL/C returns you to the title page of the program.
PRESS RETURN TO CONTINUE. The screen in view should be the
screen which gives you a choice of either inserting a Utility
Disk to use an already existing file or pressing ESC to create a =
file. This time insert the utility disk for STUDENT DB or a file
you have created and press RETURN. The program will display the
Main Menu, shown in Figure 4, after you have typed in today's
date to record the day- that the most current work has been done
with the data base.)

12
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. ¢ | File Description Printout rﬁﬁ;

STUDENT D B 070182

39 RECORDS IN FILE

g . & ) :
REC.LEN.=182  KEY LEN.=2
¥ ' PRIM'SEC READ FIELD
. FIELD NAME KEY KEY PROT TYPE LEN
. STUDENT I D # YES NO NO INTGR 4
~ LAST NAME NO YES NO ALPHA 15
FIRST NAME & IN NO NO NO- ALPHA
BUILDING CODE NO NO NO . 0-25%
GRADE NO NO NO O-255
CLASS CODE NO NO NO O-25%

OTHER PROGRAMS NO NO NO  INTGR
SEX © ., NO NO NO ALPHA
"ETHNIC CODE ° . 'NO NO NO 0-255
PART. YEAR 1 NO NO NO 0-255
PRETEST YEAR 1 NO NO NO  NUMER
POSTTEST YEAR 1 NO NO NO  NUMER
PART. YEAR 2 NO NO NO O-253
PRETEST YEAR 2 -NO NO 'NO  NUMER
POSTTEST YEAR 2 NO NO NO  NUMER
PART. YEAR 3 - NO NO NO 0-255
PRETEST YEAR 3 NO - NO NO ! NUMER
POSTTEST YEAR 3 NO NO NO  NUMER
PART. YEAR 4 NO NO NO 0-255
PRETEST YEAR 4 NGO NO NO  NUMER
POSTTEST YEAR 4 NO NO NO NUMER
PART. YEAR S NO NO NO O-255
PRETEST YEAR 5 NO NO NO  NUMER
POSTTEST YEAR 5 NO 'NO NO  NUMER
RARENT LAST NAM NO NO NO ALPHA 15

. FIRST NAME(S) NO - NO -NO ALPHA 20
' STR/APT/PO BOX NO NO NO ALPHA 22

h.pv-y-hvac-AO*Jaﬁon#mb*‘w'*tnﬁfohla

CITY - NO NO NO ~ ALPHA 10
STATE . NO NO NO ALPHA 2 |
. LIP - NO NO NO 'ﬁLPHA 7
- TELEPHONE: NO NO NO PHONE 12
Handout 2 : !

23




N
~Figure 4 . ,

= DB MASTER MAIN MENU =
FILE NAME: STUDENT D B _ BN

CHOOSE FROM: ' :
J ' o
(1) ' DISPLAY/EDIT/DELETE RECORDS :
(2) ADD RECORDS
(3) LIST RECORDS TO PRINTER
'(4) LOAD OR CREATE SHORT FORM
(5) SET UP OR PRINT REPORT

(6) . -FILE MATNTENANCE
(7) ~ LOAD OR CREATE NEW FILE
(8) CLOSE FILES AND- EXIT

' ENTER YOUR CHOICE (1 to 8):

Figure 4 shows the choices presented on the main menu of the DB
MASTER program. Each choice is related to a particular way that
the program can be used. The follow1ng d1scu531on briefly
describes what each choice means. : ~

The -first choice (DISPLAY/EDIT/DELETE RECORDS) is the one used
most, often, hence its placement at:.the top of the list. With
this'choice the file is entered and records can be examined one
by one, or in predefined groups. 'Once the record or records to
be displayed have been found, one can (1) change them if a
student has move8 from one school to another, (2) update them
when next year's scores come in, or (3) delete the record if a
student moves from the district. ‘

ADD RECORDS, t seg¢ond chbice, is also used often. Once a file
has been created each time a new record is to be included,
number 2 is chosen. Co :

There may be occasions when a complete printout of each record is
desired. choice 3 sends a whole file or selected RECORDS TO a
PRINTER. This might be used to provide printed copies of records
for students' cumulative folders, or simply as a backup in case
of problems with a computer or the program.

N
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‘A SHORT FORM is a portion of a conpiete.record.' For example, it _

- may be that ‘only new reading scores are to be added or parent

. \ address information is to be edited. 1Instead of sorting through

v the entire record of each student to find the part needed, a ' N
« short form is created which displays only the part of the record &

of interest. Anything can be done with that part of the record
hat can be done with the whole record (e.g., dlsplay, edit,
delete, add, list to prlnter). :

-

Slmply listing the ‘records to the prlnter does not provide a very
adable repoft. And there is no flexibility in the way the =
.records are printed, except if a short form is used to identify
just a part of the record to be printed. A good data base
program will help to SET UP OR PRINT a REPORT by gﬂ’1ng control
over the way records are selected and sorted, and the way
- particular fields in a record are included in a report. It may
' . even allow for the creation of new fields which are computed
using existing fields, and for summary statistics relative to
various fields.

FILE MAINTENANCE concerns the technical aspects of making backup
copies of a file, and other housekeeping tasks. Two special
features of DB MASTER which are accessed using the file >
malntenance module are the reblocklng and long code description -
opthns. Reblocking reorganizes data to efficiently use disk
storage ‘space, and it can be used to make backup copies. Loiig

- code descriptions may be used to develop percentile to Normal
Curve Equivalents (NCE) conversion tables or to assign names to-
coded information such as school building codes.

With the DB MASTER program, only one file can be used at a' time.
| Therefore, if you wish to change files or to develop a new file,:
you make choice number 7 (i.e., LOAD or- CREATE NEW FILE).

Number 8 is important because it allows the program to .turn
itself off rather than stopping in the middle of. something and
take out the disks. Allowing the program to CLOSE THE FILE AND
EXIT, gives 1t a chance to insure that everyth1ng is done
properly.
(These mJnu items need not be described in full detail, but the -
" presenter should be familiar enough with them to answer general
¢ questions. File maintenance is the only substantive item not-
- discussed directly in the remainder of this gu1de. "Load or
create new files™ has already been extensively discussed, and
"close files and exit" is adequately covered in the brief
description Just prov1ded Presenters should become quite =~
familiar with the File Maintenance option, since it contains
1Mportant features such as reblocking files to conserve disk
space and. to make backup copies and the spec1f1cat1on of long
code descriptions. The topic of long code descr1pt1ons is
discussed under "reporting” in the"body of this guide and under
'speedlng data entry' in the Appendlx )

« . 15 S
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Display/Edlt/Delete Records 7

(To select tenu 1tem number 1, type l, press RETURN “You will
"~ have to insert.the FILE DISKETTE into the disk drive specified by
" the' program so that it can retr1eve the record(s) you w1sh to
' display, edit, or delete.) .

Select1ng the first opt1on on the ménu, DISPLAY/EDIT/DELETE
///BECORDS, provides the opportunity to review and change records
which already exist. After select1ng the first option, a blank
version of the first page of the record is d1splayed.
..
(The f1rst screen conta1ns a lot of 1nformat1on. At the top left
is the name:of the file. At the top right is the number of the
page in thé re¢ord that is d1splayed In the m1ddle are the
fields on that page.- At the bottom are the varaous d1splayp
edit, delete ~options. Press CTRL/F to enter the search mode. )
4
Searching for'records. The symbols on the f1rst “line at the
bottom of the Search Screen represent the various seart¢h
criteria. That is, there are several ways to locate an’ )
1nd1v1dual record or particular- group of ‘records. The choices
are: range, AA RNG, - anything 1ncluded«between a set of letters
or numbers; wild card, *WLD Co, anything that beg1ns with a .
particular letter or number or combinations of.letters or {
numbers;'includes, () INCL, anything that includes, not ‘just
begins with, a particular letter or-number combinations of
letters or numbers; any character, ?ANY, anything that has all of
the other specified characters, and any character in the’ pos1t10n
replaced by the ?, ‘e.g., V?N RYAN; relationals, o =42k 4> =
anything related as shown to a part1cular character, number, or.
letter.

When searches of different fields are combined, they will
typically be considered as AND searches, that is, both
characteristics have to be present for a record to be selected.
You may also reguest an OR search. 1In this case, the program
will find alternative records given the’OR criteria.

The last search option is a totals search; CTRL/Total. With the
totals search, instead of showing the records, the program will
clear the screen and display a running summary. As the records
are found which match the criteria, the display will show the
Count, Sum, Average, and Standard Deviation for the field »
"marked"” with the Control/T. If the field is non-numeric, only
the Count will be displayed. : '

(See the DB MASTER manual and the Appendlx for more detalls
concerning search criteria.) ' S :
Range search example. One search opt1on that is ‘'very useful is
the one used to find records within a certain range. The.range
'is chosen by moving the cursor to the field that contains the
N i
—16 . ,_.“ ’
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‘ Once the correct ﬁpcord and page have been found, there are a

¥he top,of Handout ;3.

information most 1mportant‘for that search. This might be last
name, building code, parent s zip code, or whatever fact about
the student is mot1vat1ng the search.

(For the purposes of demonstration,. simply request that the

. program find the - students with ID numbers ranging from 200 to

210. . . -

Type in A A over the perlods in the Student ID # f1e1d, where the
cursor 'is flashing. At the bottom of the screen this will appear:
= ENTER 'MINIMUM VALUE FOR RANGE = .

. Type in 200, press RETURN. Then type in 210 after the word

thimum which also appears at the bottom of the screen.

" You may now select another search opt1on, ‘but 1nstead, press

CTRL/Flnd. The program will find record number 201.. Move from
record to record in this range by pressing Control/N until you
get to record 206. 4At this p01nt'd1str1bute Handout 3, student
record.) : Y

- On the screen is the first page of a record 206 in the STUDENT

DB file. It includes student demographic”information (e.g.,
ID #, Name, Bulldlné Code). With the DB MASTER program, it is

: poss1b1e to set up records on a page-by-page basis.

' R
(Display -the record page by page by pressing RETURN.)

Page two of the record has part1c1patlon and test data organlzed
so that a student's history can be reviewed easily. By using the
totals search option in relation to part1c1patlon, one can _.
quickly get a summary of part1c1pat1on.

Page two also provides room for listding pre and posttest scores..
With DB MASTER it is possible to enter Normal Curve Equivalent
Scores (NCEs) in the student record, and then have the program
convert them to percentile scores when it comes time to print a
report by using the long’ code descr1pt1on option in the file
maintenance module.

As many program years as desired can be included in a record.
Program years are given numbers rather than dates, so that old
records can be purged and ngw ones inserted w1thout having to
change the field names. When a report is created, data can be
labeled to specify calendar years correspond1ng to part1cu1ar
program years.

'y
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number of options; namely, edit, print¢ pr ‘return to the main
menu. The print opt1on~yas used to produce the recnrd shown at
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Student Record Printouts

Entire Record

STUDENT I D # - 2064
LAST NAME - GRANT

-FIRST NAME & INITIAL - JAMES
- BUILDING CODE - 2

GRADE ~-4
CLASS CODE - 4

'OTHER PROGRAMS - 4

SEX - M :

ETHNIC CODE - 1

PART. YEAR 1 - 1 -
PRETEST YEAR 1 - 18.9

POSTTEST YEAR 1 - 21.8

PART. YEAR 2 - 1

PRETEST YEAR 2 - 17.3

POSTTEST YEAR 2 - 20.4

PART. YEAR 3 - _

PRETEST- YEAR 3 -

POSTTEST YEAR 3 ~

PART.. YEAR 4 - _

PRETEST YEAR 4 -

' POSTTEST YEAR 4 -

" TELEPHONE: - 619-223-2567

PART. YEAR 5 - _
PRETEST YEAR S -

POSTTEST YEAR S ~ ____

PARENT LAST NAME - GRANT .
FIRST NAME(S) - SUSAN )
STR/APT/PO BOX - 2428 NE WASHINGTON AVE
CITY - CENTENNIAL

STATE - OR

ZIP - 94733

Short Form

STUDENT I D # - 204 | ~
BUILDING CODE - 2 i
GRADE - 4 i e
PART. YEAR 1 - 1 S |

PRETEST YEAR 1 ~ 18,9

" POSTTEST YEAR 1 - 21.8

<

Handout 3 .

PART. YEAR 2 - 1
PRETEST YEAR 2 — 17.3

OSTTEST YEAR 2 - 20.4
pa)
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~ (By pressing the escape key (ESC), the EDIT mode is selected.
The screen will change so that at the top left the edit function
is noted.) .

a
’,

Editing and deleting records. This program offers some quick

ways to edit records. For example, if a student has now moved to
the fourth grade, by simply pressing CTRL/I (for increment), 1l is
added to the value in the grade field.

’

A record can also be deleted at this point by pressing CTRL/D.
(Don't do itl) ' .

i i
Pressing CTRL/S saves the editing change. Pressing CTRL/V voids
the editing change. : '
(Press’ CTRL/V and void the edit. The program returns to the
generic display. From there it is possible to print the new
record, find another record, or call up the main menu. Press
CTRL/C to return to the main menu.)

$

Add. Records

i\é .
In most cases, new records are continually added to a file, even
as “others are deleted. Selecting choice 2 on the main menu
B J,
activates the ADD RECORDS mode.

(Enter 2 and press RETURN.) . .

o »

When entering this mode, a choice is given of either printing or
not printing the new record. 1f entering a number of new
records, it slows things down to have each one printed. Remember
that choice number 3 on the main menu is LIST RECORDS TO

PRINTER. This option can be used to print all new records once
they have been entered.

-(Type NO to PRINT RECORD, and press RETURN. )

. When starting to add records, the first page of the last record

_ entered will be displayed along with the date when the last entry
was made. At the bottom, three choices are given, namely, adding
records, changing defaults, or returning to the main menu.

"(Choose CHANGE DEFAULTS ADD RECORDS 59 pressing ESCAPE. Type Yes
for LAST RECORD DEFAULT MODE?) . -

Time can be saved when entering records by having those fields
_ that will always have the same information completed when the
_+" data base is created. .Default values set when the file is
created are permanent. However, values can be changed by simple
typing in‘'the appropriate value for a given record. Temporary
default values are used to enter a group of records that all have:
the same information in some fields. : )




.

The choite CHANGE DEFAULTS? sets temporary defaults. They are
temporary because they can be reset for the next group of .
records. For example, when entering all of the'fourhﬁ’grade
Chapter 1 math students, in building 107, in class 8, temporary’
values can be set so that there is no need to enter thdgse values
for each student. When the next group is added, e.g.,{:lass 9,
this value can be changed. -

s

(Add a new person to the file. You can later delete the entry.
A tutorial on temporary defaults is included in the Appendix
under the section on Speeding ‘Data Entry. Also, see the program,
manual for a discussion of the reasons for using the last record
default mode. Press CTRL/C to get back to the main menu.)

- 0y

Short Form . : -

The short form, like setting temporary'hefaults, is a way'to
speed up the adding of records. This is choice number 4 on the
main menu.

(Enter choice number 4. Press RETURN. :

Enter N to CREATE NEW FORM and press RETURN. Put the program
diskette into drive one. The following will appear on the screen:

= LOAD SHORT FORM =

0 NORMAL FORM = '
1 DATA ENT. YR 1-2 ‘
2 STUDENT INFO ) -

For example, after finishing the first year of a program, it is
time to enter data from the second year. It is likely that parts
of students’' ;gcords, such as grade, will need to be brought up
to date. There also might be new ipformation to be added, such
as participation and test scores. would be time-consuming to
have to wade through all of the, information on the student
demographics, participation and test score pages, just to add one
year's worth of information. The quick solution is to create a
Short Form which has just the fields needed. O
(To demonstrate the use of a short form to add records, ENTER
YOUR CHOICE: 2, and press RETURN) : ’

When the choice of short form is entered, the program returns to
the main menu. This means that it is now possible to display,
edit, delete, or add records using just the fields of the short
.form. For example, to add records using the short form, one
would choose option 2.

21
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(Enter 2, press RETURN. Enter N, press RETURN so that new
tecords are not printed. Handout 3 contains an example of a
short form from student #206. The screen will display the short

- form of the last student added to .the data base as is the case

when adding records with the normal form.)

Each short form must include the primary key for the file, so
that -individuals can be identified. 1In the case of this file, it
is the Student ID #. All of the other fields can change from one
year to the next. As when adding information to the full record,
temporary default values can be created to enter all students in
building 3, grade 1, class 3.

Q\
By tying each short form to “the primary key, DB MASTER is able to
emulate a hierarchical data base. Each short form can be thought
of as a separate "file" as in a true data base. By using the
short forms, one can just work with the "studefit infoxmation®
file, the "Data Entry for Year 1-2" file, and so on for data

entry, file maintenance, and reporting. Each short form must-

have the primary key on it so that the program knows which larger
record the information is associated with. 1In this way,
sub-parts of the larger file can be cdlled up using the short.
form mode, and the sub-file can be called up together to d1sp1ay
all of the information about one record.  The DB MASTER manual
has a thorough discugsion of how to set up a file-to émulate a
true data base. i\ b ' : :

. L
The increment command (CONTROL/I) can be used to add records if
ID # default value is set at the first record to be added. Using

. the change default value option for ID # and the other standard

data for this set of students, most of the data entry for
updating these records can be eliminated. '

(Press ESC to CHANGE DEFAULTS and indicate Y to the question,
LAST RECORD DEFAULT MODE? The last record entered will appear on
the screen. The values in this record can ber used or a new set
of defaults can be specified. For example, if a new set of first
graders are to be entered into the data base, enter 500 for
Student ID %, a last name and first name, 5 for Building Code, 1
for Grade, 103 for other program, M or.F for sex, and 1-5 for
ethnic code. .

Press CTRL/A and that record will be added and a new form with

the default values will appear. Increment the ID # by pressing

CTRL/I so that it becomes 501 and then enter new data as before
skipping all of the defaulted values by simply pressing RETURN.

You may want to go back to the normal record at this point, to

show people that the new data are in fact included in the whole
record. To do that (1) press CTRL/C to return to main menu, (2)
then select 4, LOAD OR CREATE SHORT FORM; and (3) select 0 Normal
Form. Then choose number 1 from the main menu and press RETURN.
Find the record with ID #500. This record with thesnew data will

. then be displayed.)

22
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List Records to Printer
Printingabut records, choice number 3, results in the printout’
shown in Handout 3. When this option is chosen, the program asks
for the same search criteria as when displaying records. This h
type of "hard copy®” is acceptable for informal purposes, but it
is not very easy to read, and the record is not organized as well
as it could bd. That is the function of the report mode, which

' is described next.

Generating Reports ,
Setting up sample feports which typify the kinds of reports that N
you wish to produce with your data base is the next development
step. There are four aspects of a repbrt that must be
- considered, namely,.the page format, the data format, the select
format, and the sort format. Handout 4 shows these four ‘
sub-formats and their related feAtures. - '

The REPORT LAYOUT FORM shown in Handout 5 contains all of the
information needed to develop the report used as an' example in
the following discussion. It is important to use the REPORT
LAYOUT FORM since report generation is a time consuming and
tedious job, especially if you have to start over again and again
as a result of careless mistakes. At the top left of the REPORT
LAYOUT FORM are .listed the

REPORT TITLE: 82-83 IMPACT

FILE NAME: STUDENT D B - PAGE FORMAT: OTHER 82-83 IMPACT _
DATA FORMAT: 82-83 IMPACT (1) STANDARD. i ' ’

The report title, page format and data format all have the same
name so- that they may easily be identified as belonging together.

(The first step in preparing a report is to select main menu item
5, SET UP OR PRINT REPORT. Enter 5, press RETURN. The screen

F shows the following: CREATE A NEW REPORT? (Y/N). If a report has
already been created that you want to use, you would answer No.
For example, if you simply want to print a.copy of the 82-83
IMPACT report. If.this is your choice enter N, press RETURN.
See the section on printing reports for further instructions.

If you wish to try your hand at creating a report, type Y and
press RETURN. Use the REPORT-LAYOUT FORM, Handout 5, and the
. following discussion as a guide to your work. A blank copy of
the REPORT LAYOUT FORM is included at the end of the Appendix.)’




PAGE FORMAT

page

number ing
report dating
lines/page
continuous/

single sheet
lines between

records
labels

Bandout 4

Report Sub-Formats Overview

. DATA FORMAT

mment lines
column titles
computed fields
data fields -
comment fields
horizontal sub-

& grand totals
record numbering
code fields
report width

24

SORT FORMAT

SELECT FORMAT

sort fields
subtotal

break fields
s page break

fields
(column
totals)

34

record
chacteristics
(range,
includes,
starts with,
relationals,
AND / OR
conditions)



Report Layoult Form
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Page Format

. The screen displays the first of four sub-formats: PAGE FORMAI;
(The options under the page format are as follows:
= CHOOSE PAGE FORMAT = .

1 STANDARD PAGE «
2 SCREEN REPORT
82-83 IMPACT)

, The STANDARD PAGE, like all of the other master report
sub-formats, is the one automatically put there by the program.
To tailor the page to meét the needs of a particular report one
has to create a new format. Formats are saved.for ,Jlater use,
therefore, one could choose a previously developed format for a
new report.

(If you wished to use a previously developed format you would
enter. its number from the list and press RETURN. Then you would
be given the choice to: PRINT THIS FORMAT, REPLACE. THIS FORMAT,
CHOOSE ANOTHER FORMAT, or, MOVE ON TO NEXT FORMAT. Ptinting the
format would result in a summary -like the/ones shown in_ :
Handout 6. Replacing a format is the only way to’ remove ‘it from
the list. Choosing another format takes you back to the format
list. The move on option allows you to include this suH—format
in a larger report format and to go to the next sub—format type.

Since we do not want to use an already existing format, enter,d
and press RETURN to CREATE NEW FORMAT.)

There are essentially three'kinds ‘of reports:' printed reports, *
screen repoérts, and labels. It is necessary to have different
report sub-formats for printed and screen reports since the size
of the printed page is typically wider than the 40-column

screen. Label formats are a special case because of their unique
layout. , ~

e N N b
[ . i
+ Y

(Since this is not a LABEL .FORMAT, type N, press RETURN. o,

The screen shows a diagram of a'report page with each of-the._
major parts set off by dashed lines. As you create a report the
.program will show you where the information will appear through
the use of a flashing cursor as with the first piece of .
information in the PAGE FORMAT, the DATE. Enter the page format
.information described in the next’ paragraph ) ‘

i

The PAGE FORMAT of a printed report is shown in Handout 6. This
information -is summarized at the top right side of the REPORT
LAYOUT FORM, Handout 5. The date is on ‘the page so that it is
clear when the report was printed This helps -to distinguish one
draft from another. The pages of the report are to be. numbered
sincF it is likely to be a multi-page report. Because the
f .
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Page, Sort and Select Formats

FABE FORMAT => 82-83 IMPACT

R R R R R R I N R RN R S S T e

\ ;
PUT DATE ON PAGE?  yes
. NUMBER PAGES? YES
| sPacgé BETwEéN“RgCORDs = 2
' PRINT'L&Nés‘EgR_PAGE>= s6
TOTAL LINES PER PAGE = 66
| PALSE BETWEEN PAGES? . NO
; - ‘ e
| ‘. SORT FORMAT =» 82-83 IMPACT
r _SORT # . FIELD NAME - -*7'x
aEmEEEEEsEsssmssEssssssssssssssssssssss |

S BUILDING CODE . . et
2 GRADE. R o
3 . CLASS CODE

SUBTOTAL BREAK ON 18T 2 SORTS . =~ |

A

... . PAGE.BREAK ON 1ST 2 SORTS

. SELECT FORMAT => 82-83 IMPACT' - 5f@f -
FIELD NAME OPERATION' % TEST VALUE
--““-’--8’----“’-“---------.“--“- :,’ - .

PRETEST YEAR 2 _. “GREATER TH>O

. 'POSTTEST YEAR 2  GREATER TH>O

O U T
B o e r AL 5
R

Handout 6
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)

s entries will be rather short, there should@ be enough room between
cutt . them so that they are easy to read. Therefore, 2 blanks between .’
‘ . ~records are inserted. This is the only characteristic that
! differentiates the 82-83 IMPACT report page format from the .

: STANDARD PAGE format which has only 1l blank between records.

When us1ng ‘continuous feed paper, the program should not Eause

. between pages. The standard 56 print lines and 66 total lines-

- per page are indicated since we will use 8 1/2 by 11 inch pape: paper._
This will set up each page at the’ samerlace on the continuous
paper. ' B s :

.- L

(When all of the above information has been entered the program!
will ask you to provide a NAME FOR THIS FORMAT. Type in IMPACT1
and press RETURN. Then the screen will show the page format for
the report as illustrated in Handout 6. If the information shown =

.is OK, then type Y. and press RETURN. The program will save thxsﬁ fire
_ format and move on to,the CHOOSE DATA FORMAT screen.)_. e if\ f;
¢ . . . . "‘:‘, . .“‘j - :-‘,‘:.
' Co & '
o Data Format
The screen displays the second of the four sub—fomats' DATA FORMAT
, 'iv-f',.;" "l
! (The options_under the data format,are as'Yolioys: %
o | O
“a " = DATA FORMAT = =~ |
4 ) ! ";?z
#1. ALL FIELDS o S S
'2 82783 IMPACT " ?.437 . R
. ) L <., R
R T " The deta11s Of the data format for a 82-83: IMPACT report are
".‘i : shown - 1n Handout 7. Thls printout was ob%a1ned by selecting the
Coe 82-83" IMPACT data format from the list and thén"ch0051n the _
print option., - If a’ preexistxng data sub-format is to be included '
T in a. 1argerfreport format, one would simply type its n ser, from
: the 11st, press RETURN ‘and then move on to the next sub~format.) v

N

ogap1zed 1n plannxng the report.

(Enter o “to CREATE "NEW FORMAT, Press RETURN. In this way you
can|take people step by step through the process of se tting up e
the\data'format ) _ o
Repgrt wxdth * The cursor is at the bottom of" the screen

1ndrcat1ng a.need to specify the width of the report. For a

normal ‘page the report width is set at 79 characters. A screen )
: : report can’ only be 39 characters wide and a large print:Yeport .

can. be .up to 132 characters wide. - RSP

H L \
~ (S1nce a 79 character wide report is correct, s1mp1y press

RETURN— Type Y, since we WANT COMMENT LINES, and press RETURN )

e e
) i S B - ‘ : RREEAT T
e . E . . ST A
., Y, B ve : o ) L ] S N 28 ', St A
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<+ FIELD’ #a-'conpunan FIELD, #1 -~ TAB=4

Data Format Example..” ' -

DATA FDRMAT => a2—83 IMPACT

REPORT wIDTajs 59 e _E;fffff'\

COMHENT?LINES:_ o e el

CENTENNIAL. .~
SCHODL DISTRICT , o

'198“—1983 CHAPTER I PROJECT IMPACT SUMMARY

COLUMN %:TLE‘LiNEs=' Q.*T;u}”

: N:PRE-. PRETEST " POSTTEST
ID# POST WIE NCE  WILE  NCE
conéuféb FJELDS: N

c-201: ‘FOSTTEST YEAR 2 - P&pﬁEST YEAR,ZQ

]

a . ‘ll‘ : . : . 1,’ . "~V.""*'.\" -

. » . » DATA LI\NE *L—& » 'I"{",‘ll
FIELD #1: STUDENI I'D#® n

FIELD #2: J-Ag " f;

I S
FIELD »3: PART ' YEAR 2 oy ;‘m§§-0
B » \F / . o I‘— R A
FIELD #4: PR ‘EST YEAR'2 , -, !

PRINT . co S R

kS
\

FIELD #5: PR T kT YEAR 2

‘Au

FIELD%‘-,‘P hrTEST- VEAR 2 . TAB=S

/ r - .
F?ﬁLD‘&%&;PUSTTEST YEAR. 2 > , TAB=3
vyt

s

1 DIGIT FTER DEC.- T

o j‘. - - e

- & ?/p”
A

‘Handout 7

. - {
.

<¢1?onsrrs AFTER DEC. N e

. LENGTH=2

_ LENGTH=2

auezi

LENGTH=S.

LENETH=3

«

Tooe

7 TABe3 e LENGTH=4'

LENGTH=2.

* LENGTH=4

. LENGTH=S "



_ Commehtﬁlinés. Comment-lines are the titles and footnot®s of i
' reports. As shown in Handouts 5 andt7,;the comment lines fon the

,(When a comment line goes beybnd 33 characters; the program beeps

~"when the 34th character is reached. You must‘press RETURN to

- continue. Notice how the program shows the! six characters

e : preceeding the 34th character so that you“don't loose .your

' ' ‘placé .+ In order- to make the name of the school’ district left:

justified a:-"@" is included at the end of the line 3, ,
symbol is qet included the line will be automatically centered

L ‘ If a comment line is less than the 79 characters allowed you must-,

TN press RETURN until you get to the end of the allocated space
e shown on the screen. The program will then™ ask”if'you want to’

- L ADD ANOTHER COMMENT LINE? Continue to add lines“until'YOu have
reproduced the header shown in the Handouts. When'.the :lagt, ‘line -
is entered type N in response to the add a comment lipe question,
and press RETURN. ) . L N

LY Y ) - - .
%"iﬁe now given an opportunity to edit the comment lJ.nes. Read
- degh the comment lines by pressing CTRL/C to display the next -
window section. If there are errors, enter the number: of the -
line to be edited. That line ‘will be erased and you can type it
. in again. when you are finished editing, or if there: are no
... ".Y  errors enter N, press RETURN. ) ‘

_ The program now asks which lines go at the top of the page. The
L three comment lines shown .in the Handouts'go at the top of the -
o : page. Any remaining lines would appear as footnotes at the
bottom of the page. Type ;, press RETURN.) - ..:» i

.‘,.4;

~'3 Columnﬁtitles. After setting up comment lines, the hext question
Sl or 7 is, - DO YOU; wANT COLUMN TITLES? These are the -headings that go
RIS over the data A the report - _ ' s

..’~ ) s "

'f;f IS (It is usually bést to use abbreviated versions of field names to
R '1dentify the data. _For ekample, the column titles An the f”;;
70 . illustrative rfeport are I D #, N: !RE—POST, PnsmEsT %“TLE NCE, ;

IR POSTTEST %'ILE NCE, and GAIN.) - : '

3

'’

REY \
. ~
Yoy

Cimdy

The process for specifying column titles is the same as for
setting up comment lines.. Their exact location must be :
determined beforehand to avoid errors at the' time of entry. The
. REPORT LAYOUT FORM is really valuable for this purpose.‘;if

-

o~
et

©

(Enter ‘the column titles as shown on the REPORT LAYOUT FORM.

" Notice that there are two lines of titles. With this program
.titles can be\nine lines long which means it ig possible to do

vertical titles if columns are very narrow. Even slanted L
‘ vertical titles are possible. Continue to -add columh . titles X

until you have reproduced -those on the layour form. Type N and

. pressg’ RETURN when .you ‘have entered ‘the last line._ Edit if .
'.necesSAry. The’ type,ﬂ, no more edits, and‘press RETURN. ) ‘

;j,,gtt“. : 8 '™




11-17-83 -

CENTENNIAL . |
SCHOOL DISTRICT

S CREST DRIVE < - -
- GRADE: & , . -——-
: N:PRE- PRETEST POSTTEST .
. I D# POST %ILE NCE. %'ILE  NCE GAIN.
111 N= 1. 10 23.0 12 2%.3 2.3 .
112 N= 1 14 272.2 16 29.1. 1.9 -
115 N= 1 7 18.9 8 20.4 1.5
. : > . )
e ' '
157 N='1 L, 19 31.9 21 33.0 1.5
13 .
159 N= 1 11 24,2 10 23.0 . -1.2 * -
' ' y - AN
@ t.
-~
& s ~ s4.8 20.8 6.0 .
AVERAGE FOR 4 == == === === == =2/ @2« o - - ===~
25.0 26.2
STANDARD DEV, 4 — — — — = - -
0 4.2 4,5
TOTALS FOR CREST . DRIVE - s
11 8.4 $2. 5'_ "
AVERAGE FOR CREST DRIVE;Z/&.— =3 =
b 27.1 -3 "
" STANDARD DEV. CREST DRIVE = & -mina~
‘ 0 s.3 6.7
Iy
y
.k' ,
RS : v
Y )
» X N 1 o] *
Handout 8
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2

B |

FIELD # (OR ). 14 CONSTANT

Computed fields. The next guest1on 1s, DO YOU' WANT COMPUTED
FIELDS? You can use computed ﬁields, for example, .to calculate
students' gains from pre to posttest. It is _possible to create
computed fields as part of ‘a; record.:- But, the dec¢ision was made
to save disk space ‘in terms’ of the. total length of .each record by
making gain scores report features. The formula for each
computed ‘field is included right after the. column ‘title on the
REPORT LAYOUT FORM, Handout 5, and is noted on the DATA FORMAT,

. Handout 7 printout.‘ifb .

. [

‘(T?pe Y, press RETURN to indicate that computed frelds are

Ty

desired. Each field in the file is listed on the screen as
follows: . \'

= SET UP. PRINT FIELDS =

18 POSTTEST YEAR 3

1 STUDENT 1D%# A

2 LAST NAME , 19 PART. YEAR 4

3 FIRST NAME & IN 20° PRETEST YEAR 4 .
4 21 POST TEST YEAR 4

BUILDING CODE

rf

Press CTRL/N to display the next page of fields. )

Computed fields are added to a report by indicating how they wiil
be formed. For example, the gain scores in the report are )
computed by the pretést score from year 2, field 14, being
subtracted from the posttest score from year 2, field 15. This
gain s@pre is created by entering

FIELD # (Q=CONSTANT) 15 + - * / OR A _—_

In this Case no constant is used but the program allows this
option.;i.

,m.,

When_tﬁe above information is entered the list of fields is
altered to included 201 POSTTEST-PRETEST. This field is in
inverse video (i.e., dark letters on a light background) so that
it is easily rebognizable.

ps

' By pressing the Control, CTRL, and N keys at the same time one

can move from screen page to screen page to see all of the fields
available. -Notice that there are some other fields in reverse
videp beside FIELD 201. - They will be discussed as we continue to
create the report.) / x '
Setting up print fields. Once any computed fields are included
in the list of available fields we can begin the actual process
of’ entering the fields to be printed. This is the message that
appears on the screen. )

32
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The screen also shows that it is possible.to switch between the
REPORT FORMAT, by pressing CTRL/D, and the FIELD LIST: we can
move from one page to the next page by pressing CTRL/N.

-~ .

In order to SET UP PRINT FIELDS you need to specify the
. ' ) . ‘ ’ ‘ -

FIELD NUMBER (0 IF DONE)

TAB ADVANCE (0-99) __ PRINT WIDTH _ .

(See Figure 6, SETTING UP PRINT FIELDS.)

The information for setting up print fields appears on the REPORT
LAYOUT FORM immediately following the computed field formula and
is summarized on the DATA FORMAT printout, in Handout 7.
(Press CTRL/D to display the windows of the report format. At
the top of the screen will appear the COLUMN TITLES - that were
entered before. In the middle of the screen is the space in
which DATA LINES are entered. At the bottom of the screen are
the instructions and the flashing cursor.)
t .
Here again, it is very important that advance planning take place
so that information, such as the sequence of fields to be
printed, the tab advance for each field, and the print width
needed to accomodate the data in each field, are readily .
available. . ' :
. s

Once this basic information about each print field is entered,
the next choice is whether or not %o PRINT LONG CODE
DESCRIPTIONS? Long code descriptions may be used to convert
short coded information of up to 5 characters to full
*descriptions. For example, they may be used to convert
abbreviations to their full spelling (e.g., CA = California), to
relate a number to a name (e.g., SCHOOL CODE: 102-= Lincoln
Elementary), or to convert one number to another, for example,
Normal Curve Equivalents (NCEs) to percentiles. In the report
page shown in Handout 8 the PRETEST NCE of 35,1 has been
converted automatically by the program to a $'ILE of 24. Long
code descriptions can make data entry easier and reports

clearer. Their use will be discuesed shortly. A tutorial on
long code descriptions is included under the topic, speeding data
entry inlthe Appendix. - .

(Since long code descriptions are not requiréd for the I D #.
field, simply press RETURN.)

Next the program inquires about horizontal subtotal and grénd
total fields, HORIZONTAL SUBTOTALS (# OR 1-5). Zero (§) means no
sub-totals. The numbers 1-5 refers to the optional fields for
this purpose. They proéide the summation of the data in the rows
of a report just as the column subtotals and totals provide this
option for columns. :

44
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Figure 6

SETTING UP YOUR PRINT FIELDS:* !

-

- YOUR COLUMN TITLES -
WiILL APPEAR HERE ‘ ]

Z2C 0N
L )

DIAGRAM” OF __— TAB ADVANCE
A" v '

ONE RECORD'S
. PRINTOUT Will
APPEAR HERE AS
YOU ADD YOUR \
FIELDS. — o e
| ~
. TAB ADVANCE (0~
v et _ ‘ ADDITIONAL
FIELD

/ . + ' LENGTH

DYNAMIC PROMPTING™
AND INPUT FORM

-

>u, v

" *From DB MASTER Program Manual,

Stoneware Inc., San Rafael, Ca. .
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.for up: to .999 paticipants to be totale L )
column: “’There will be no horfiontal totals, and no decimal _,g’;;f”'

°

(Since no horizontal totals are desired for ‘this field simply
press RETURN. Do the same for # OF DIGITS AFTER DECIMAL PT.
Type N in response to the question, PRINT COLUMN SUBTOTALS AND
TOTALS? Then press RETURN. )

(When all of the information about a print field has been
entered, the report format is altered to include the field. The
FIELD NUMBER prompt again appear on the screen in Preparation for
entering the next field into the report format. \
The néxt field is a comment field. Comment fields are statements
that appear within the body of a report, for example, the comment
"N=" in the report page in Handout 8. This comment is intended

to clarify the meaning of the data under N:PRE-POST. In order to

" insert a comment field, field 225, ADD A COMMENT, is requested.

Once the comment is entered, by spec1fying the FIELD NUMBER, TAB
ADVANCE, PRINT WIDTH and the COMMENT itself, it will appear in
the field list as field 225 so that it can be used again. Up to
5 comment fields may be included’in a report format by requesting
subsequent ADD A COMMENT fields )

Next, the field that will supply the "N" is added. This is the

‘participation field, number 13, PART. YEAR 2. It is entered w1th

i .~'._

no tab advances so. that it will be as glose to the *N=
possible. And, its width is 3 so. thatﬁere will bex énohgh spaoe
t the . end of ‘thisg : REES

places, but there will be. column*sub—totals and totals.hh

% W

Another way to get a total of the number’ of cases 1ncluded in a
report is to use the last two optional fields in the print fields
list. These are used to request the program to number records as
it selects them for the report. If this feature is requested,
the program will provide the subtotal and/or total number of
records included in a report.

(The next field in the report shown in Handout 8 is PRETEST $'ILE.
For the purpose of the report these data are long code

- descriptions of PRETEST YEAR 2 data, field 14. That is, in the

report the program displays percentiles that are automatically
converted from the NCEs entered during data entry into field 14
of each record. This conversion is accomplished by setting up a
conversion table using the file maintenance option in the main
menu.  There is a tutorial on long code descriptions in the
Appendix.

¢

‘(The percentile field in the reports is set up as follows. FIELD

NUMBER 14 is entered along with the TAB ADVANCE of 2 and PRINT
WIDTH of 2. This will provide enough room for each value in the
body of the report and yet truncate the totals thatvappear’at_the
bottom of the report page. shown in-Handout 8 since TOTAL

"percentile has no meaning. A Y is entered to indicated that we

want to PRINT LONG CODE DESCRIPTIONS. No horizontal subtotals or

35
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decimals are required so just press RETURN. However, column
subtotals and totals are to be printed as part of the statistical
summary of the report so answer Y to this query.) s :

\ g .
The PRETEST NCE field is the next field to be entered in the
report. It is placed under the appropriate heading in the same
manner as the above fields except, of course, this is not a long
code description field since we want the NCEs that were '
originally entered when each record was created. 1In addition,
this field should have space for.1 .digit after the decimal point
and should #llow a width of 4 characters including the decimal
point. .

The POSTTEST $%'ILE and NCE fields are éntered by making the same
choices as with the PRETEST fields. (See Handouts 5 and 7.) :

The last field in thg report goes under the GAIN column. This
- field is the computed“field that was created at the start of. the
0 report format generation process, field 201 POSTTEST-PRETEST.

(You should refer tokthe REPORT LAYOUT FORM and the DATA FORMAT
printout for the specific tab settings and widths for this field.

Once the first line of data is entered you should select § to
indicate that there are no more lines to be included in this
report. Then you have the opportunity to edit this line by
indicating the report field. to be changed. Notice that each
€ield included in the report format is numbered. This is the
number to select, not the number from the list of fields. When
editing is completed a @ is entered to fndicate no more editing.
Then a NAME FOR DATA FORMAT is requested. Call this format
IMPACT]1 and press RETURN. The program now moves on to the sort
sub-format.) ' . X .

&

Sort Format

As you can see from the printout in the middle of Handout 6, the
82-83 IMPACT report was sorted first by BUILDING CODE and then by
GRADE. This will give a gra&e,by grade summary and a building by
building summary. Class summaries could also be provided by
having CLASS CODE as the third sort field. Notice that just
above the column titles on the report shown in Handout 8 the long
code description, or the buiding name, is listed along with the
 code of the building being reported in this part of the report.

(To create a new sort format, type ¢ and press RETURN when. the,
CHOOSE SORT FORMAT SCREEN appears. You will be asked to- .

ENTER SORT FIELDS IN ORDER - MAJOR
"SORT FIRST. LIST OF SORT FIELDS:

As you select fields they are listed on the screen.

" 36"
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T ' o

_:Next you have to dec1de on which fields you want the program “to

- .break or. start over again.)

«

.In order to know when to start and stop new pages or sect1ons of .

- the report, and when to calculate subtotals and totals, the

‘program needs to know when to BREAK. The SORT FORMAT shown in

Handout 6 indicates that both SUBTOTAL and PAGE breaks will occur
on the first 2 sort fields, that 1s, both sort fields in this
report.

The report in Handout 8 illustrates the effect of these sort

characteristics on a report. Page 2, the one shown in the
Handout, is the grade 4 summary page-and ‘the CREST DRIVE summary
page. A new page is started éach.time the data from a new grade
are reported. When all of the data have been reported the
program provides a subtotal for that grade and then begins a new
page for 1e3ew grade.} When all of the data for an entire school
are repor the: program summ1zes ‘the last grade reported and
then- prondes the whole school. subtotals, as in Handout 8. 1If an
ent1re distr1ct.1s included in-a report this pattern of page

_-.breaks and subtotals will cohtinue for each' grade and- each school
" until all the data and subtotals are reported. Then a grand
' total is reported as shown in Handout 9.

Handout 9 shows a report which consists only of the subtotals and

a grand total for a dijgtrict. That is, none of the student data
for each grade are: tgggkted This report is created just before
printing. The decisl’ns!to be made at that point will be -

described in just aymggent. ' ,

-

(To answer the quegtlog!_:

HOW MANY SORT FIELDS DU YOU WANT SUB-
TOTAL BREAKS; ONﬂ'(STARTﬂG WITH MAJOR
SORT' FIELD)? NN TR

simply. &
lhcluded,yth
each grade a

¥ ': v"‘\

,;esa RETURN so that each grade's and each

o




Summary Only With Statistics
S ' Report Example .

11-17-83 PAGE 4
CENTENNIAL
SCHOOL DISTRICT )
. l‘ .

. @ 1982-1983 GCHAPTER I PROJECT IMPACT SUMMARY
- -—=- 'BUILDING CODE: 2 WILLOW AVENUE I e - - -
-—-—— GRADE: 4 - - - -

2 Y N:PRE- PRETEST ' POSTTEST ; :
.I D % POST %’ ILE NCE %’ ILE. NCE GAIN / _
----- TOTALSFORSG - - = ==-——==—-===-=- -/7 B
N= &- x4.7 5 0.4 5.7
----- TOTALS FOR WILLOW AVENUE - = = = = = = — == = == - == =7 -
N= 10 x9.1 x6.4 7.3 !
——————— ———/———'————————————————‘I——————————_
&
-------------- GRAND TOTALS-----=--===-=°=7
- N= 21 7.5 . £9.0 41.5%
) .
i L 4
i
3
-
9
. -
Handout 9 '
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Select Format.

The choice of particular records for inclusion in a report is
accomplished through the SELECT, FORMAT just as the
DISPLAY/EDIT/DELETE main menu option provided .a mechapism for
selection records from the file for the purposes of :
reviewing,changing, or deletlng them. In fact, the same
procedure is used. ’ Tl
(To'CREATEANEW FORMAT, type #, and press RETURN. The screen will
now display the.first page of the screen form with the five types
of select options listed at the bottom of the screen:
> AA RNG is RANGE; * WLD CD is WILD CARD; ( ) INCL is.INCLUDES;
? ANY is ANY CHARACTER; and <, = , >, etc. are RELATIONALS.

To recreate the select format shown in Handout 6 move the cursor
to the second page of the form by pressing the control and N keys:
at the same time. Then move down to the PRETEST YEAR 2 field on
page two by pressing return. 1In order to select those students
who have complete data indicate 7@ for both this field and the
POSTTEST YEAR 2 field. Since these are the only two criteria to
be used to select records, next press the control and the F keys
together to indicate you are Finished. You-are then given the
choices; RETURN to go to the NEXT PAGE, CTRL/# to add an OR
conditional, and CONTROL/S to SAVE the CRITERIA. Press the
control and S keys together to save the criteria. Then ENTER
NAME FOR SELECT FORMAT, i.e., IMPACT1, and press RETURN.'

The screen_now shows this message:
Y v

,

THESE COMBINED FORMATS MAY BE STORED FOR REPEATED USE.
STORE FORMATS? (Y/N)

Type Y and press RETURN so that you can later generate a report
using the page, data, sort, and select formats you just created.
Name the MASTER FORMAT, IMPACT1 and press RETURN. Since a title
for this report was created when'the ‘three comment lines were - “
designated as headings, it is not’ necessary to use the master
format. IMPACT1 as the REPORT, TITLE. Therefore, #/OR NO TITLE,
PRESS SPACE BAR § RETURN. Then answer No to the question, PRINT
THIS REPORT NOW? We will print the- report by going. back to the
MAIN MENU and selecting the print a report option.)

' | ‘ ,
This completes the generation of sub-formats report. We now move
on to the actual printing of a report.

-

Printing Reports

. Once a master report format has been created from a set of

sub-formats, it is a relatively simple task to print a report.
There are just a few characteristics to specify.
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i
(From the MAIN MENU select option 5, SET UP OR PRINT REPORT by
typing 5 and pressing RETURN. Respond with No to. the question, .
CREATE NEW REPORT. The program will then LOAD THE NEXT MODULE,
and display the SELECT REPORT FORMAT menu. To select the: IMPACT1
report, type its number and press RETURN . At this point you can
PRINT the REPORT by pressing RETURN,, DELETE the report format by
pressing CTRL/D, CHOOSE AGAIN by pressing CTRL/D, or CHANGE the
SELECT cr1ter1a by pressing CTRL/S.)

Sa?. for example, that you only want one school's records
included in a report or that you just want to select students who.
‘'scored above a particular ‘point. - DB MASTER allows one to specify’
these new select criteria without changing the select sub-format
by going through the whole report gene;ation process.
(However, to just print a report .as'specfied by the predefined
sub-formats press RETURN. The program will tell you it is
SETTING ‘UP THE REPORT. And then it will ask if you want another
date instead of the current date, i.e., the one that was entered
when you first started the program. Once you have typed N and
pressed RETURN the program will continue SETTING UP THE REPORT.
1

You will now be asked to INSERT the appropriate FILE diskette.
Follow the instructions carefully. The program will check to
make sure you have inserted the correct file diskette. Since you
have specified that the records are to be sorted by building and
grade the program will now procede to create a sort file from the
general file.. It will ask you to INSERT a NEW SORT diskette. .
And, it will remind you that this process will erase whatever is
on the diskette. It is wise to have a diskette labeled, ‘in red,
SORT, to be used with this program so that no other diskettes
"will be used inadvertently and erased. The program will then

 proceed to create the sort file. When this step is complirgd,
ed into

the program will request that the UTILITY FILE is reinser
DRIVE 1. Press RETURN when ready. )

The program now displays the folloéing screen:
. ' = REPORT SET-UP - =

o . (1) SLOT# (0=SCREEN) ...... 1

’ (2) SUMMARY ONLY .......... NO
(3) FORM FEED ......ccc.... NO
(4) LINE FEED .....ccec.... NO
(5) . INTERFACE TYPE .........2

' (6) SPACES BET RECORDS .... 2 . -:f .

(7) PRINT LINES/PAGE ...... 56
(8) TOTAL LINES/PAGE ...... 66
(9) STOP BET PAGES ......s». NO

, (10) STATISITCS .ccceceeess NO -
(11) COMMAS ......ccce0s... NO

ENTER # TO CHANGE (0 IF NONE):

40
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Items 1, 3, 4, and 5 concern setting up your printer to work with
this program. - (You should consult the program manual to
determine the appropriate choices for these options.) '1Items 6,
7,8, and 9, are ‘options which can alter the page’ sub~format -
characteristxcs that are part of the general report format.
(Only alter xhese if you want something different from your
predefined suﬂ—format ) Item 11 allows you to format numbers
e " with commas., :Item numbers 2 and 10 are the ones. we are most
e vconcerned w1th., =

/ - ‘“ .l

~

‘AJ,

STATISTICS,,item 10, sets up the report to provided totals,
\ averages, and standard deviations as shown in the illustrative
reports, Handouts 7 and 9. SUMMARY ONLY sets up the report shown
©in Handout 9 where just the statistics and not the records are
printed ; : o .
(To request these changes in’the REPORT SET-UP menw; §§pe 10 and
press RETURN for a repor; that will have STATISTICS® ‘Tike the one,
'in Handout 8. Enter the"’ same’ change and 2, SUMMARY ONLY, for a
report like the one in Bandout 9. When . you have made the S
necessary changes type 0 and" press RETURN. You can then -

. _ _ o e ot
: PRESS ANY KEY TO: o o ) SR
- START PRINTING : -
- STOP PRINTING.

You can also:

PRESS 'ESC' TO START PTHE REPORT OVER
on RETURN TO THE MAIN MENU .

Make sure that your printer is turned on and then proceéd w1th
printing the report. The information that goes to the’ printer
will be displayed on the screen, but since it is not formated for
the screen it will not be very- readable. When the;report has
been printed the program will ask if you want another report
generated. Type N and press RETURN to get back to the MAIN MENU ).

‘We, have gone from the initial creation of a file to adding and N
editlng records and then to the creation and printing of a report ’
based on those records. This accomplishes the first four steps -
N - of the planning process shown on page four. As you have probably
' discovered, this is just the beginning of creating an efficient
and useful data base. Revising and- pilot testing are also needed
to produce a top ‘quality product.
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ot : Appendix .
RYSN ,
: .ThehAppendix of this guide, available as -a separ te document,,p
g ¢ “4ncludes a series of tutorials that provxde spécific. information .
o '_gjon ‘features of this program. The Appendix is-divided into 14 <
. r’fff[.“ﬂseCtions such as getting started, add records, speeding data -
' entry, and setting up reports. B . PN
. " iy

L tutorials present more detailed information on such features as
long coded descriptions. , :

R . Together with the program manual these tutorials should provide

IT.”‘iﬂufh‘ 'you with the. knowledge and skills needed to use the DB MASTER

’ : program ‘to- develop and utilize a data base . for many different

EERA 'evaluation related purposes. . )
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. data entry, and sett1ng up xreports,

Appendix - -

ThlS 1s the Appendlx to RoEP Report $91 ‘An Evaluator's Guide to :
051ng DB MASTER: A Microcomputer Based File Management Program. . .
Included is a_.series of tutorials that provide spetific ’
information on features of this program. The Appendix is d1v1ded
into 14 sectlons such as’ gett1ng started, add records, speediflg ©

A
s

[
8

. Besides summarlzlng the. dlscu551on in this presenter s guide,  the
. ‘tutorials present;more detailed informatfon on such features as -
. long coded dgscrf%tlons.

W '. ' ™ ' R
Together with, the program. manual these tutorials should provide ’
you with the'knowledge amd skills needed.. to use the DB MASTER ‘“ -

program to develop and utilize a data base for many different
evaluation related purposes.
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. usmc. DB MASTER

EARWARE REQUI REM.ENTS*

. ® DB MASTER requires an Apple II or Apple II plus computer with 48K
RAM memory, Applesoft Basig iq ROM (or in the language system) .

'® A minimum of twd disk drives is. recommended. (The progr&m can
support up to 4 disk drives). .

e The program is designed to make use of Apple. DOS 3.3, lé-sector
disk operating system.

e DB MASTER must be "booted"” on a drive connected to Slot #6, Drive
'le ' *
1 .
e A printer is also recommended in order to make use of DB MASTER'S
report generator. The progam will work with Applefs parailel,
communications, and high speed serial interface cards.

® DB MASTER will read the current date if the appropriate clock is

installed in your system.

(see the DB MASTER manual for the details of hardware requirements)
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USING DB MASTER

SCREEN FORM OPERATION

® Press RETURN to move to the next field.

e  Press the ESCape key to back up to .the previous field.

° Press the left arrow (&~ ) key to backspace within a field.
This will erase characters as it goes. The right arrow (—p)
does not work within a field.

° Each field will accept certain "legal" characters. Other input
will be ignored with a single "beep* from the computer,

' You canﬁot overtype the legal 1ehgth of a field.

® If there is a default value (i.e., pre-set field contents), you
may accept the default by pressing RETURN. Typing any other
character will wipe out the default, display the legal field
length, and allow you to enter a different value.

Ll
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USING DB MASTER

GETTING STARTED -

Py

Booting the progr

Insert the DB MASTER diskette into the disk drive connected to -
' "Slot #6 Drive #1. L :
Turn the 'po'wer on e )

) ) The'program title pag;;;iilqu disélay;d on the screen,
RETURN . Press to continue Cand

. Basic informatioh

The program now asks you how many disk drives you have

type

. RETURN

connected.

2 or whatever number is correct for your system.

»
5

Next, your Apple will "beep” and prompt you:

TO USE AN EXISTING FILE INSERT UTILITY DISKETTE...IN
DRIVE 2

PRESS 'RETURN' WHEN READY. -

(see instructions for USING AN EXISTING FILE OR PRESS

ESCape TO CREATE A NEW,FILE).

(see instructions for CREATING A NEW FILE)

%
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‘Entering the date

'-Paséword levels

USING DB MASTER

CREATING A NEW FILE

»

'Enter today's date with dashes, for example, 1-27-83

N

1'.1. READ ONLY users may only display records. They may
‘not. ‘add,. edit or delete records, or. print reports.
Also,hcertaxn "read protected" fields may be hidden from
their View..: You will choose which fields, if any, will
bé hidden, yhen you oreate your file. ,L;; ;
. 'f*2. BEAD/WRITE users have full access to the system.

'4 Their onzyntest:iction is that they may not change

’ system passwétds.;h‘, ,

3. MASTER password users may also use all of the

' features of D B MASTER. In addition, they are the only
: users who may change, add, or delete file passwords,

Setting up a password system . . r

type N after, WANT PASSWORDS FOR THE FILE? (Y/N)
RETURN - . to enter your response
type your file name for the MASTER PASSWORD; you can .add

other passwords later if you wish .
(see changing passwords in Iilq maintenence section)
RETURN to enter your response

Form building display

The screen display shows you where you can place your
, fields, :

.

Note: DO NOT use lines 1 or lines 23 and 24, since they
are used by the program.

Note also the ;lst of field types at the bottom of the
screen: 1 ALPHA, 2 NUMERIC, 3 §, 4 Y/N, 5 Ss¥, 6 TEL,"
7 DATES (see description of field types on next page).

RETURN ¥ ~ to continue
Y-.:; : - @r)

bl



USING DB MASTER i | ./, [0

CREATING A NEW FILE =

Pield types

- (1)

(2)

' most. of the numbers in your file are from ‘the same«araa=z

-space. ?or example,“ ;.ﬁ_v,__

) $, dolla: and cents 'fields wil‘l pe automatica’f.y formatted $_ .oo.
, Numbers will be entered right to left a8 withva calculator. This_

. ': ‘o . A
——'Pv-'-T'"'——-'- . .v'q.

')TEL, telephone fields are formatted as fqilcws° R
o0 )-,_ + el -, You may specify ‘an‘iarea code defaultrif

. You may want to follow 'a TEL field with an- ‘}Phanumefic\ﬁielﬁ pr.L:

R M . S
~ EE A

ALPHA numeric fields may have 1 to 30 characters of letters, :
numbers and symbols. PO’ NOT: put . r = (), 2, ®, as the *
first character . in a field. You may spread information over a
number of adjacent field if you need more than 30 characters of

Project
Notes
AND
Comments

Numeric fields may be (l) small integers 0 to 255, (2) large
integers,’ +/v "32767. (up to 6 characters; 5 numerals and +/=, or

,3) floating ‘paint; numbers, +/- 999, 999 999 (up to ll characters:
.‘9 numerals, +/-, and decimal point). . ‘1! 9

t

;_Y/N, yes/no fields will show the prompi JZN)foncefyour form is -YQQ?}J
‘creatgd, : ~ ‘ _ ‘ E R Y PR

- O

-—

small integer'number field if many phone numbers contain;extension
numbers. S

DATES fields may be standard, where the date you ente ,remainsathe
value of ‘the: fielqd, Jor they may be AUTO DATE in. which case the L
current date is autcmatically inserted when you first enter ‘the
record and it is changed each time you edit that record.=~u

SS#; TEL, and the regular DATES fields may be used for othe: fiewds
that would benefit from their special formatting: »However, al '
spaces in the field must be completed. T AT




USING DB MASTER

Defining primary keys

type
RETURN
type

type

type

type Y
tyre N

" RETURN

Defining the other fields on the form

‘the field NAME (15 characters maximum)

Remember: Up to 10 fields and 35 characters may be
combined for your primary key, - .

‘the first FIELD TYPE at the bottom of the page. (1-7)

any special information, such as with numeric field,.the

NUMBER TYPE (1-3) (1) 0-255 (2) +/-32767 (3) PLOATI
PT.

,the VERTical LOCATION, that is, where the field ‘should
appear ‘telative to numbers on the left side of the

screen (for example, 2)

to accept the HORIZontal location, that is, where the
field should appear relative to numbers on the top of
the screen

’:»the MAXimum LENGTH of this field

vi‘:to indicate that you do not want a particular value of

this«tigid %o be a DEFAULT value

If you want to ADD ANOTHER FIELD TO KEY? (Y/N) -
to continue the add a key cycle L ‘ :
to complete this cycle and proceed with the defining of~f ,
the¥other fields in the record S

tYpe
" RETURN

type
RETURN

CTRL/S

next FIELD TYPE (1-7)

anext Field Name (15 characters maximum)'

§ . s .

Continue as with primary key fields.

when you are done with page 1

bs



USING DB MASTER

PINALIZING THE PAGE

- Checking theipage layout ,ﬁ3 “ o -;fffV

'

e

RETURN

ESC.-.

vy
Y
~ry

PN
A faa e
1, B - ‘\'

Review the page layout to see if you like: dt.

"i o . Loy
& : b £

to qontinue or press. ~3f’ o
‘to edit

S

Editing the page layout

type

LA

)

RETURN
type -
RETURN
RETURN

type @

R_E'I'URN' RN . -

... of a previous field.

to CONTINGE < . -

‘—"," : ’ v

You may change any of the characteristics of the
fields, But, you cannot deleté a field or move it ahead

the numbet to the :ight [ ﬂnéh“field.tdeNTERe;TEﬁ~ipr
EDIT ,ﬁi-&. R R S SRR

the change and/or - : B

to move from one pq;t of the field definitidn to another
past end af . 1ist of characteristics to qp back to the
start of the: -edit mode '
IF DONE editing ’

to enter g °

s

Entering a secondaty key -

type ¢

RETURN

o

USE ONLY IF NEEDED

since you will not apecxfy a secondary key at this time,

_ and, “therefore, you are DONE

to enter ¢

Adding another page:

type

CTRL/S N

type

Y, if you have more fields

add fields for next page(s) as previously described
when finished with each page

N, if all fields and pages have been completed

)

b4



USING DB MASTER

NAMING ‘AND.CREATING A PILE

Naming a file

type .
RETURN

) Creating a file

'you: FILE NAME with no more than 15 characters

RE s
RETURN

INSERT

RETURN

Remove

INSERT
RETURN

type ¥
RETURN

s

.

If you are satisfied with the file, press
TO CREATE FILE

DB MASTER from Drive 1 ~4F;};j .f:'iw”'
Pile diskette into Drive 1

(It'sfbk'that THIS ERASES DISK)

Utility diskette into Drive 2

(It's¥ok that THIS ERASES DISK)

.. PLEASE WAIT

File diskette from.Drive 1 .
DB MASTER pnocnhuunxsxzrws ‘in'Drive 1

You are now back at the £irst screen of the program.,
(See instructions for USING AN EXISTING PILE)

If not, press ESC to START OVER . )
if you are SURE you WANT TO START OVER

(go.back to the beginning of CREATING A NEW PILE,
Setting up a password system)




USING DB MASTER | o ’ e, T
USING AN EXISTING FILE - ' CEET s
. . . v - v e L S v o L

e f N
If the program is not up and running, hs;'the GE&TING
: - STARTED directions. : ,‘ T ,&f Nl oy .
INSERT . UTILITY DI m'm inté Drive 3" ¢ ) f'% vt L .
RETURN ~_PLEASE WAIT while the file structure is® 1o_nded _ ‘ YD
type : 'romy's DATE (x-x—xx) : , A A P
) ) N _.._‘, . ‘e -
; 3 <. ’7) )i i ’
: _The red lights on the disk drives will come ©on . as. '?h? NI
o program LOADS THE max'r MODULE = * . Y M. S
P HESE . ‘ o

Selecting a menu item

co v . e ) S . K4 - .
.Then the DB MASTER MAIN MENU will appear with your FILE
NAME: indicated. Make sure you have the correct file.
You may now CHOQSE FROM the followzng options-

(1) DISPLAY/EDIT/DELETE RECORDS

@

(3): /ADD 'RECORDS - ¢
(3) ' LIST RECORDS TO PRINTER v . ’
, L (4) . LOAD OR CREATE SHORT FORM -
. = " (5)  SET UP OR PRINT REPORT &«
- (6) PILE MAINTENANCE K
(7) LOAD OR CREATE NEW FILE . . : :
) (8) CLOSE FILES & EXIT J
type .. the number of the option you want.
‘RETURN , '1‘0 EN’I'ER YOUR CHOICE (1-8) v - i
. (aee the instruot:.ons for. the specifzc option you have -
chosen) . , ,
! T A W ’
v )
,\
%
_ 9. Lk -
, ¥

a.
c.




* USING DB MASTER

"' 'ADD RECORDS (See also SHORT FORMS)

e N

A \ .

Selecting this menu‘option _ o . ‘ .

type 2 »." . seleécts this option

RETURN * enters your-.selection
Note: Jf you are ]ust starting to add records after
.creating a file, or at the beginning of a new session,

' e you must
Remove . the DB MASTER diskette from Drive 1 ~
INSERT _ , . your File Diskette into Drive 1. Then press
RETURN = % -
. 1 ' oOnce you have your file loaded; sxmply v
type 2% to select this option ‘ v v
RETURN | enters your selection . :

D type . -Yes or No to tell the program if you want to PRINT NEw
! h : RWORDS . . . - R e .

Printing new .records - o . .

< . : g
- type Y if you have a printer set yp

RETURN
. RETURN - if PRINTER SLOT is #1 (if not, type: printer slot #)
TURN: ON PRINTER, PRESS

RETURN . '~ TO CONTINUE. - .

Adding records: Preliminaryﬁcbntrol options

CTRL/C ‘ pressing CTRL (control) and C keys together takes you
o back to the main MENU . '
ESC - \;\\; v allows you to CHANGE DEFAULTS (see the §irections for

(1) Speeding data entry: Last Record Default Mode, and

' - (2) SHORT FORMS)
RETURN ‘ if you are.- ready to ADD RECORDS

Moving on a form

RETURN moves the cursor forward ,from one field to another
ESC . . , moves the cursor back from field to field :
~CTRL/N' : pressing CTRL (control) and N keys together -moves you to

the NEXT page in the form

i} [ . ) ]
i
] .




i CTR]EP/A v S

¢

. type

%" RETURN
U ESC

' USING. DB MASTER'

ADD -RECORDS
S A
Adding whole records

tor

when you have added all the information for a record,

R you should reé&ew it.

CTRL/N .

SRR Go from field to field
'to go forward
_-to go back B

When you are satisfied

Go from page to page by pressing

by pressing

with the record, press.

informatioﬁ for each" field. j o B )

the CTRL (control) and A key together to ADD RECORD “
: N . ‘ : Vo
; 7 .
, - . ) ‘».
_ . S,
s
e . ’)‘ i S
e :
@ | E
* ) . ‘?‘ . . ’
";1
=Y ) S
. Soobw N -
. %! P . t;Ci
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USING DB MASTER )
'SPEEDING DATA ENTRY :

.You can sxmpley and speed the data entry process in four ways-

The first way is to code 1nf6rmation 1n the record. LONG CDDE
DESCRIPTJONS may be substiﬁbted at reporting- time.

Another way is to set tempqrary DEFAULT values for those fields
which have the same value for a whole set of records. '

- A third way is to use a SHORT FORM with just the fields you
need for a particular set of data.

The fourth way is to use the INCREMENT function to increase
subsequent values in a field by 1.

All of these may be used together.

Speeding data entry: (1) LONG CODE DESCRIPTIONS

From the MAIN MENU

type 6 FILE MAINTENANCE

RETURN _

INSERT PROGRAM DISKETTE IN DRIVE 1
RETURN

D B MASTER allows you to store short codes (up to 5-
characters) in numeric (except for dollar/cents) or short
alphanumeric fields, then pring “long code descriptions" in
place of the short codes on your reports. Code fields may.
be added, changed or dropped at any time — they are not
defined when you create your file. You may use any or all
of the eligible fields in your file as code fielas.

.
3

Type 4 CODE FIELD DESCRIPTIONS
on FILE MAINTENANCE MENU

RETURN : o
A list of the fields in your file will appear on the.
screen. Choose the field you wish to work with. The
program will only let you choose fields that are allowed to
have long codes. (As always, if.all of the fields do not
fit on the screen at once, a CTRL/N will show you the Next
page of the list.) .

type the field you wish to work with

E RETURN to ENTER FIELD #

%

by




! USING DB MASTER

SREEDING DATA ENTRY

Speeding data entry: (1) LONG CODE DESCRIPTIONS, cont'd. &

*

AR

Once you have choseh your field, a new mepu‘will give you

several optipns., - o2 . ¢
. ' C
. type 2 ADD/CHANGE/DELETE codes o - .
RETOURN * v : -

A . .. ‘
In this mode, you will first ent& the short cdde for a

field. Any existing long code description assigned to.that ‘
code value will be displayed on the next line. .You may then

enter a new description for that short code‘by typing it in
and pre591ng RETORN. To actually make the entry 1nto the

R file, you must then entQ; a .
CTRL/S " (for Save) . "
. Or you mdy enter a
CTRL/D° =  #to Delete that entry from the file. .
., Pressing the !
ESCape . key will let you ;e—start the current ‘entry, ot you may
enter a P o .
N CTRL/N ' -to move on to the next code. ) N
" type the field value: . . ' B
RETORN : 3 : .
type The Description ¢
RETURN _ - ) ¢ ‘
CTRL/S Press the CTRL (control) and S keys together SAVES the
‘ description. You must SAVE each entry as you go.
.-~ CTRL/D DELETES the entry. ‘
. ESC ESCape allows you to re-start the current entry
CTRL/N ' moves you'to the NEXT entry.
When you are finished enter1ng new descriptions, press
CTRL/C the CTRL (control) and C keys together to return to the code
' menu.
.
e ¢
- ) ,
4 . \“
a : {
1 J
. 1 i
b ' 13




'Q o . . o .
_ . USING DB MASTER
» apzaogqc‘ DATA ENTRY A ) #
L » » ’. I : A ¢ v k4
o % S . -~
Spee‘dihg- data entry: (1) LONG.CODE DESCRIPTIONS, cont'd:
. 5o check your set of descriptions
B v Y . .
type 1 , to LIST DESCRIPTIONS, . , ) "
FETURN g | ) : »
- . ) . . o -
Type. STARTING CODE VALUE : : .
RETURN : . : .
- : ‘ . , .
type Y/N Yes or no to send DATA to PRINTER ‘
P RETURN ¢ L] - . : A *
. If yes, TURN PRINTER ON, RETURN TO CONTINUE. ) ‘
. . . - * . . [ § s ¢ 2 ‘ hd
« > . ~ Check to see %hat you have the descriptions'you want. Press
« RETURN'¢ to contjinue. ' A
v b ! " . B ) .
. #®once you have finjshed with one set of descriptions, you may
N + type 3 ' t@, SELECT A NEW CODE FIELD ¥ .
. AETURN . " e . : 8 _ -
e Thi& option will fake you dback to the field list at which
’ + time you may choose another field to work with. - ~ ¥
- M ._" * - . . ~‘
» wﬁen you.are" completely finished, . T. ,
. Ttype 5 ' to retyrn to the FILE MAINTENANCE MENU. ’
. Y ot - . & Y
RETUBN“ ) S ' ' . 2
. type 7 «to returp to the MAIN MENU. et
.. RETURN‘." - W'. ¥ ) %‘T,:., . . . -
4 S J _
. ' L X v Q‘. s AV
. ¥ ’ 'j‘ ‘ i L
. M - . . 3 . N
g N w
. w /0 7 w
. - ) o W
" ¢ .
. v o _'.
& . N . b '0: kb 4
[ ¥ . ) Py
v . % . ¢ » %
Pey
, \ . ' 3
- r P
S , AR ¢
. . . ‘. .
. - %
.
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0SING DB MASTER

-

SPEEDING DATA ENTRY

(2) LAST RECORD DEFAULT MODE

:Speeding data entry:

ESC

type Y
RETORN

RETURN

o

" To do so, set all of these values on the first record.

0nce you are in thé ADD RECORDS mode, press ’
to CHANGE DEFAULTS. This causes the program to ask
LAST RECORD DEFAULT MODE ? (Y/N) * /

Yes

Move through the form, entering the common values as you
go. For example, you may want to add all the 'students in
one school, in one grade, and in one class in one setting.

Then
each new record to be created will appear with these fields
already filled in on the form. When entering data in a
record skip over thege fields by pressing
to leave them as they are.

. L3
If you want “to change a default value, just start to type,
and then the program will give you'a_blank field. P,

Old DEFAULT values may be eliminated and new DEFAULT values
may be set at. any time usin% the LAST R@RD DEFAULT MODE.

™~



USING DB MASTER

SPEEDING DATA ENTRY

Speeding data entry: (3) CREATE SHORT FORM

type 4

type Y
RETURN

type 1
RETURN

type

RETURN

CTRC/D

type
RETURN

type
RETURN
type &

RETURN
type

RETURN
type &
RETURN
type

i

From the MAIN MENU, = | .
LOAD OR CREATE SHORT FORM. You will be asked ~ ‘
CREATE NEW FORM? (Y/N)

Yes | _

You ma e asked to

INSERT DB MASTER 1nto‘ﬁ;ive 1l

You will then be shown the ‘ ,
SHORT FORM MENU : B : ,

Choose from:

(1) CREATE A SHORT FORM
(2) DELETE A SHORT FORM
(3) RETURN TO MAN MENU
ENTER your CHOICE (1 ;to 3):
to CREATE A SHORT FORM

All of the fields of your file‘will be listed.
the number of first field to include on the SHORT FORM
to select this field

You may switch from the list to DISPLAY of the SHORT FORM by
pressing -the CTRC (control) and D keys together.

This shows you a screen like the one you used to create your
file to begin with. You can use this to v1sua112e the

layout of the SHORT FORM.

number for LOCATION: VERTICAL

number for LOCATION. HORIZONTAL

You may choose the Default 1l or move the field over in

relation to the numpers across the top of the screen.

Select all of the fields you want and %bsi;ion them. Then i
IF DONE. . ‘

’

Then look at the form a%dec:.de 1f you’ want to edit. If 80,
FIELD # TO EDIT. |
Edit as you-did in creaE%ng the file. i
ENTER f IF NO CHANGES NECESSARY

NAME FOR THIS FORM (maximum 15 spaces)

at
3 "

16+ i (RS o
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USING DB MASTER

SPEEDING DATA ENTRY

Speeding data entry: (3) CREATE SHORT FORM, cont'd.

You ‘will be shown the «SHORT FORM MENU. | ‘
(1) At this point you can select your form to use for adding

records.
type 3° “ RETORN TO MAIN MENU
RETURN .
(2) You can DELETE A SHORT FORM
type 2 DELETE A SHORT FORM
RETURN ‘
Jour short form names will be displayed.
type . 4« .the number of the one to Be deleted
RETURN : ; . ®
(3) You can CREATE A SHORT FORM to do a new one.
Follow the procedure previously described
Speeding data entry: LOAD A SHORT FORM
., .From the MAIN MENU, e
type 4 LOAD OR CREATE SHORT FORM )
RETURN
you will be asked
CREATE NEW FORM? (Y/N)
type N ‘No . ‘ .
: #  You may be asked to INSERT DB MASTER into DRIVE 1
RETURN ® ; -
The screen. will show
= > LOAD SHORT FOR < =
# NORMAL FORM ' ~ <
1 Your short form .
2 Ypur short form . CE
ENTER YOUR CHO§CE? ,.- " , I .
type . your choice e e, ‘ o=
RETURN . T, ' '
: The program will now shows
b @ “
PP = > DB MAS‘TER MAIN MENU < =

You may choose either -

t1) DISPLAY/EDIT/DELERR/RECORDS
(2) ADD RECORDS '

(3) LIST RECORDS TO PRINTER

and #&ke agvan'tage of theﬂﬁsﬁORT FORM ‘
’

- « . ]




USING DB MASTER .

SPEEDING DATA ENTRY

- Ca
Cd R .
. » ¢ P

L Spe‘e‘din‘g‘ d'at'a-' entr‘y:" LOAD A SHORT FORM ccm; 4.

.

: when you are finished- usmg this particular SHOBT ?‘ORM

retqrn ‘to the MAIN MENU A 1 ! ' .
type Y . LOAD OR CHEATE suon'r FORM SRR o ,“ .';3:'.
RETURN @ L ¢ ' -

Yqu may: have to INSERT PROGRAM DISKE'ITE IN eeey JDRfVE l
RETURN TO CONTINUE : , . BTN

The LOAD'. SHORT FORM menu will appear. s Lo S o B
type @ te "load ‘the NORMAL FORM again - } AT
RETURN - to ENTER your CHOICE . .'° ‘.= o R

This Lwill return you to the MAIN MENU TR S

< LR S I

Speeding data entryﬁ (4) CTRL/I = IMZREMENT i;_\,: ) .

i

Another way to speed data entry is to use ‘the C'l‘h. (control)
and I keys to increase a value by'1l.- ~For exampléf an® D
number can be. incremented for each new e ord by Bimply

pressing ., o s
CTRL/I . when the cursbr is on this field @ N
Use this in conjqnction with the \ R 'E,FAULT‘MODE'to

easily enter a whole series of. re&

,i’ o o

E -
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> OSING DB MASTER - o 0 T
DI§PLAY/EDIT/DELETE RECDRDS
Selecting this menu option B
. '5\ :
;‘tYPe 1 selects this option .
. ' RETURN enters your selection : . !
" .. Remove : ‘the DB MASTER diskette from, Drit*; PN E
" "INSERT your file diskette into Drive lw‘& ‘n“Pfé$§, fft.’
RETURN .. WHEN READY Fog

The red light on disk drive 1 gg@gs on:ho’
your file is being activated v )

let ggknow

By

R &§.;
' Se;tlng theasearch criteria - - 1' SRR "igi
'5; G, .,  Inorder to SPGleY WhiCh recor. 3 YO0 LGBHED work with,
Ll 77 you must tell e program to £HEERER I BE you simply |
SRR R ‘want 'to start Wlth the @}ﬁgt re 'L, $ofile, press
.. &#§e CTRL (control) and F key's at th time.
.. v 'However, if you wish to have the pr n ‘search for

AL

i”ky'f-ﬁ”i specific»records, you must giv’ i.vmore detailed -

R .%;‘ i fistructions. These instructfisn .the" form of
SERFCAN mbers, letters and symbolig« :: ntﬂr search Griteria
_— for a particular fieldy thi step is to move the

. cursor to that field. [, R 1
N , . Lo ~ . . - 'ii‘aﬁig

w Mov1ng on a form 2 £ B L 2V‘Hﬁ & '

'-.":\ ;..“ . .‘" ‘~. . N . ‘ .f. h ) 9 . ) " .

T RETURN R moves?the cursor forward from one field to another

‘ESC Y move§

the cufgor back i m field to field ’
ﬁCTRL/N

press1ng the CTRL (c‘fwﬁix) and N keys at the same time
moves you to the NEXT o

'may specify dearch criteri%;;

ﬂﬂ_ “ﬁa ? QR
. “- £‘h x 8 i-.’< ‘

With DB MASTER you have 5 maJor ways tosearch for a
[N —

i record, as’ shown at the bottom of the screen.

°

AARNG *WLD CD' () INCL ?ANY-';'_
. a’ D
i} . Relationals: B
- B 7.
R <>>< PERIG
¥ D D
¥ Each search option is described:separately;
o DRI ) Co . S
o )
19. b
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USING DB MASTER

DISPLAY/EDIT/DELETE RECORDS

Editing records

CTRL/F . pressing the CTRL (control) and F keys at the same time

will tell-the program to FIND the first record which
meets the search- cr1ter1a. Once the record is displayed

you press
ESC ’ - to EDIT the record
RETURN " moves the cursor forward through the record
ESC moves the cursor back through the record
CTRL/N moves the cursor to the NEXT page. When you have found
the field you wish to edit or change, simply
" type - the change and press v
" CTRL/S : the CTRL (control) and S keys together SAVE a change.
- However
CTRL/V the CTRL (control) and V keys together VOID the change
‘ if you decide not to go ahead with it.
e o .
Speciai editing options
. N Y
+ * this MATH edit option allows you to chatigé a field based

on a mathématical computation. For example, to change a:
. budget f1e1Q7by a constant amount (say 20%) simply.
type + : at the bottom of the screen. You will be asked to

indicate +, -, * (multiply), or / (divide). Select one,'ﬂ‘"

for example *,

type *

RETURN then ENTER CONSTANT, for example, .80

.. type .80 C ‘

" 'RETURN the current figure in the chosen field will

. automatically be reduced by 20%. '

CTRL/S SAVEs this change B -

CTRL/V : VOIDs this change .

I . ~this INCREMENT option allows you to.automatically

' increase a value by 1. Simply find the field to be’
_ k} changed and press. o

- CTRL/I the CTRL (control) and I keys-at the same time. The |,

" number will automatically be increased by 1.

] &,

Deleting a record

CTRL/D '~ . Pressing CTRL (control) and D keys will initiate the
"~ . DELETE option. If you ARE SURE

type YES . TO DELETE ‘ ~

RETURN '

{
Noter ONCE A RECORD HAS BEEN DELETED FROM YOOR FILE, IT
CANNOT BE RETRIEVED. Tris is a good reason for keeping
backup copies of your files.

20 . H N
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OSING DB MASTER

SEARCH CRITERIA: also used to SELECT records for a report

Doing a RANGE search

>

']

-4 .
/A ARNG allows you to search for a RANGE. of alphabetic or
numeric values -
Fof™example, to retrieve all clients in the first
: quarter of the-alphabet (A through Gz) .
type AA ~ after a name field.
The program will request that you
= ENTER MINIMUM VALOE FOR RANGE =
type A to indicate "minimum value".
-RETURN to enter the value, :
The program will then request that you
= ENTER MAXIMOM VALUE FOR RANGE =

type GZ2 . to indicate MAX. e
RETURN ‘ .
CTRL/F press CTRL (control) and F keys at the same t1me to FIND

the records. : e

If you want to search on more than one criteria, see
those instructions.

To EDIT or DELETE the records just found, see those
1nstruct1ons. : . _

3




USING DB MAs'mh

SEARCH CRITERIA

Domg a WILD CARD -search ' ' . 13

" *WLD CD

»Note. ‘

allows you to perform a WILD CARD search, that 1s, a’

-search which-matches the lettel's wh1ch are precrskded by

* .
the ./',, ‘ ¥ ) . e

53 g -

%
- Ty -

You cannot use it with numeric or . dollar and cent
fle]_ds. ,‘ 5 - . _ .

- Use the wild card 'sea'r%m if you want to find records

type
CTRL/F .

based on one f1e1d, but are unsure of the’ spellmg,
length, or specn.fic contents of the field.

" For exam%.lle, use- it if you want’ to fJ.nd a11 of the

records #hat start with the letters STANF, since you are
not sure whether a name is STANFO,RD or STANFIELD.

: STANF*
‘press CTRL (control) and F: keys at the sSame t1me to FIND

the records. - ) L.

"_If you want to search on more than one cr1ter1a, see
“those instructions.-

" 'To EDIT or DELETE the records Just . found, see those

e instructions.




USING DB MASTER

- SEARCH CRITERIA

" Doing an INCLUDES'search
’ . . \

( )IN(;ﬁ allows “you to search for a string of characters~anywhere
e - in an alphanumeric' field, only.
) ®

. .
o

o Use the includes'search if you want to get together all
. of the records which have the same word, set of letters,
or other characters in common. »

. * For example, you might want to search for all of the
o - titles-in an article inventory file whgich have the word *
. o 'compgter' in them, such as Your first computer,

' "Computers in the classroom, -How to computerize your

- ‘inventogy

’

"Because of the complexity of) finding characters anywhere
-~ in a field, this search is very time consuming. e

type: © - () computer
« CTRL/F - . ,press CTRL (control) and F keys at the same time to. FIND
A .~ the records. ' e
1f you want to search on more than one criteriah see
. those. 1nstructions. ~ - : :

To EDIT or DELETE the records just found, see those
~ instructions. T : .

-

23




USING DB MASTER

.SEARCH. CRITERIA

Doingaan'ANstearch

?ANY" .

‘type
CTRL/F

‘Gray or Grey.

. a4 '
-2 )
. 5;%,!&*: o ~
‘ & N ,
- the anyrBearch may be used anywhere in an alphanumerzc, ‘
: telephone number, soc1al secur1ty, or date f1eld. ol
J Uyt
The’ program responds by accept1ng any character in that \
v'place, A : »
)’ j- .
For - example, you may not know -if someone spells a name,,";

Therefore,

¢

press CTRL (control) and F keys at the same txme to FIND

the records.,

If you want to search on more - than one, cr1ter1a, see

'those 1nstructlons. '
‘To EDIT or DELETE the records Just found, see those
instruct1ons. o o .
. - : . 9
g | c
R ’ ‘
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" USING DB MASTER

SEARCH CRITERIA

o - o
-~ Doing a»RELATIONAL search

type
.CTRL/F .

- Y ’::.3;7, B )1
Lo . R
these are relational Search symbols ' ’
"LEss THAN . ' ' -
NOT EQUAL TO - | |
GREATE.RTHANOR EQUALTO -, !

LESS THAN OR EQUAL 'i’O _ o
) \'s} YL . .

A relational search may be used with any: field.

particular record may be specifiedvby entering a

critical field value like ID numbet ,  phone number, -

.

' name, Yéu ‘need not use the equal sign.(s)., If,- for

example, you want to find- all student records with
percentile scores less than or equal to 25, you would
& = 25 after that field name. .

7
T

. press CTRL: (control) and F keys et the same time to FIND

the records;

those ing ¢
- To EDIT or DELETE the
instructions.
%?. L
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Aruitoxt provided by Eic:
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USING DB MASTER

SEARCH CRITERIA -

searching on more than one field

CTRL.O
RETTORN

type

RETURN

 CTRLD

RETURN

JURLOE

! 4

~

-YOu may search on/;s many, as 20 fields on any combination of
criteria (a RANGE search counts as 2, minimum andfﬂgximum). The
Program will warn.you if you .enter too many crite

Pressing ESC if you wish to change search criteria once they

have been defined.

criteria you wish to change.
criteria.

2

This will work you backwards to the search
Then you must re-~enter subsequent

tntering more than one criteria will rescltlin ‘AND searches,
That - la, a record must match each of the crrtev&a to be
identified in the search. . N

4

Up to 10 OR search criteria may-be xnltlatedtgyﬂenterlng the OR
criteria after all of the multiple AND criteria“have bgen

entered.

Press

e

criterxa ‘the same as in an AND search
criteria is entered press

a blank screen will appear.

. You will have to press

"to request another OR crlterla.

when finished, press

after each OR

to FIND the records conforming to the search Criteria,

L
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» USING DB MASTER ! . “m

o g 2
4
SEARCH CRITERIA ‘ . . . ’
. . - 'é‘n ’ ;,1-

Doing a TOTAL-STATISTICS search

'ﬂ ."."\

CTRL/T once all search criteria have been entered you. may run a

search ‘bwhich gives you Total-statistics for the gr¥up.
For _ekample, if you have a student test scofé file and wish to
know how fourth graders did who took a pretest, you would

-

type 4 ~ for the grade field and ) -~ W
RETUE _ o "
: ‘ CTRL/T in the pretest field. - * .
. . - s -
N Then you wofild set the pretest;field criteria at greater ’
uxan o. » L d . . "
type 70 °  then press ‘ ' '
CTRL/F to tell the program to find those records. ..
’ [

The program u;ill search the file and show this on the screen.,

DATA FOR =  PRRTEST .
COUNT =

SM =

AVE. =

STD. DEV. =

As each new record is found, the figureé.:-.will change until all
have been found. : - h '

4

to
~J

31 . :
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USING DB MASTER

’ | | :
LIST RECORDS TO PRINTER * * .

Selecting this option

. ) Once you are at the MAIN MENU ;

type 3 ‘ LIST RECORDS TO PRINTER. ®f your printer is:connected
‘ ' to SLOT #1 press ) ‘
RETURN v to accept default value. If not, change the number and

press RETURN
TURN ON PRINTER

RETURN "to continue.
Remove DB MASTER diskette
+ INSERT FILE diskette into DRIVE 1
»

RETURN - o ’ R

$pecify1ng the search criteria

’

You are presented with a blank form and the various
search optlons. (see.pirections foy SEARCH CRITERIA)
Set your search criteria by moving the cursor to the
appropriate fields.

RETURN to go forward on the form
ESC to move back on the form
CTRL/N- . °~ . to move from page to page

when y8u have set all of the criteria, press
CTRL/F ‘ the CTRL (control) and F keys together.

Printing records

The program will automatically print all of the records
thatematch the search criteria.

ESC . will stop theé printing process
I . * . ) . ”
when all records are printed, you will be returned to
the blank form. Specify new criteria or press

CTRL/C the CTRL (control) and C keys together to return to the
main menu -




£*r . USING DB MASTER

© *' SETTING UP REPORTS

..+ . The followiné%discussions focus on the four elements of creating a
o8 %Hreport, namé&y, ' ‘

‘1. The PAGE Format determines the overall appearance of your report.

‘ Page numbering, whether the report will be dated, the number of lines
.onx ﬁage, and the spacing between records are included in the Page

2. The“DATA Format is the main sub-format. It holds the actual

M infoxmation that will be printed or displayed in your report.
Comments and footnotes, column titles, and the actual data,? computed
and comment fields and their positions are all in the Data Format.

3. The SORT Format determines the order in which the selected records
will be printed on your report.

4. The SELECT Format contains the selection ,criteria that choose which
records from the ‘file will be included in a report." Al Select Format
is set up in the same way that 'you enter your criteria to search for
a record or records in the Dlsplay mode.

Selectingfthis option

7 Once you are at the MAIN MENU
type 5 ) to select SET UP OR PRINT REPORT

Creating a new reéort

. type Y - , to tell the program that you wféh_to‘CREATE A NEW REPORT
<~ RETURN - o
A , You may have to
By - Remove the file diskette from Drive 1 and
— s . Ly
INSERT PROGRAM DISKETTE IN. . ., DRIVE 1 press
RETURN TO CONTINUE.

LN

E

A blank copy of the REPORT LAYOUT FORM is at the end &f this Appendlx,
\ " to be used in creatlng new report formats.

-

v ‘L
5,
ﬁ

<

."-‘443 v

29
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USING DB MASTER ‘ <y )
_ ‘.: y
SETTING UP REPORTS : 2 KI
- 'ﬁ;

. 2 L}
Choosing an already;devé&oped page format;
The ‘Bcreen will display the PAGE PORMATS available.
If you wish to select a format that has already been !
defined simply : v ' °
) type the number to ENTER YOUR CHOICE . T,
RETURN - :
. Another menu will appear_on the s%§eeq with the
N following four choices: . L ’
. 7 ’ 3 ‘
s o . 1. PRINT out the spegifications’ for that fermat. If you

choose this option, the program wkll print the fornifit
information and return once dgain to this menu. You
may, if you choose, print® the spec's for sevéral formats
bqfore choosipg the one yo w1sh tp use oﬁ?your new
, réport, 3; deciding to credte a* ‘totally new sub-format.
v ‘ . ‘b
. 2. REPLACE this format. Sincé”you ¢ hnot delete
‘ sub~formats (you wolnd'Qave a problem if you tried to
] % run a repbrt which needed the sub~€ormat that had been \
deleted), D B MASTER will allow you to replace formats
whidh are'no 1onger‘nn us§ or which you would like u
* . % changed, with new formats? Note that any report set up
» earlier to usegsuch a subformat will then use the
replacemeqf formgt.»

= ] _ X
° 3. CHPOSE ANOTHER format. ‘This option will return you once
- * again to the 1%¥st of formats. You may then choose
- another format, which w111 return you to this menu, or
. enter ;a "f" to create a new format.
. . »
e . 4. JBVE ON to the next sub~format, and use the last format
ﬁ'wh1ch you chose from the list here 1n congtructing your
, ¢+ new master repert farmat. : ~

This process makes-it very easy to create a new Master
Report Format from a combination of new and pre-ex13t1ng
sub~-formats,

>~
P

-
&
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Creating a new page format

] " The screén will dJ.splay the PAGE FORMATS aval
., ' first choice, (1) STANDARD PAG.F,:, has these
characteristics- .

PAGE FORMAT = STANDARD Rl

* . ", - PUT DATE ON PAGE? :
- NUMBER PAGES YES ¥
.SPACES’ BETWEEN RECORDS = 1

PRINT LINES PER PAGE = 50

TOTAL LINES PER PAGE_ = 66

“PAgSE BETWEEN PAGES NO" .,

%

If you wish other characteriStge‘s"’iy qgéh ¥as a PAUSE". |,
BB'RW;BEN PAGES to feed simg&e SHQ 48 ‘Of-paper or ‘pdre*

- SPACES -BETWEEN RECORDS, E . ANt

type ¢ ' to CREATE NEW FORMAT . S .
RETURN . . : S L X RS
+ ' You will be asked;_ AR Wl
1S THIS A A LaEPL | Fo;MATg (Y/N) S AT R

’ oo "3""',. R
JYou would use- this fgtmat for print},ng‘mallmg labels, T
Bgile labels, etc.v % P ,

;, =

* v’ e 4
type N if _you want. to cr;éa‘g,epﬁ _'
RETURN . B i gm, AR L '@ U i
. , -I 2how: YOu a rougﬁ‘ diagram of a’k\gport -
) A‘“g,-ques' on is asked, the program hmghl:.ghts
/ ¥ . ; ) L, 4 ‘;\. B . .
type - ) LY, (Yes) o N (No) ;to PRINT D&EM REPO‘&T? f;’f" 4‘ ff
'RETURN' : *. EEE - 28 #
type ¥ (Yes)/N (No) to’ PRng'r PAGE NUMBERS? @ RS IR . i
TURN ' AN 4
type number of BEANK LINES BE‘I‘WEEN wconnsi e -
‘ %
: You may LEAVE 0 to 9...(¢ = SINGLE SPACING) .
RETURN . L™ i _
type Y (Yes)/ N (No) t;o STOP PRINTER"BE'IWEEN PAGEB? o
: -~ Use for single sheets or Screén @ports e e
RETURN to accept standard 56 (LINES PER PAGE OF PRINT or L
type number you want. otk
' Remember, IF YOU ARE PREPARING A SCREEN REPORT, ENTEYGS.
- FOR NUMBER OF PRINT_LINES PER PAGE! o
RETURN. _, ’
RETURN - to accept standard 66 TOTAL LINES PER PAGE or LRCE
“type number you want . e S s
31 7 ,
<1 db ' %
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: AT
Saving the page format = = g ’;“ _ i .
type a NAME FOR ,mxs FOR;AAT‘ (mgxm&’m 15" letters) N
The screen will show you the PAGﬁ FORMAT and ask IS THIS
. OK? . o ) . . oy . So
. . . .. £ N ’ i . (-Q .
. \ type Y (Yes) to accept or N (N°) to, s art over o
CoT L 'The screen will dlsplay ‘the. cnaosr-; PAGE Fom; menu . %
i ! ,' ' N 4 .w ki .\.'-. i‘ Vo
. type .. the number of the format yog want$ or)p’to CRBATE NEW\1
i Lo ' FORMAT or ESC to return’ t‘o the ‘wuu MENU . - _.._. N
5 'RETURN _ . Cla "
P e If you choose a format s'uch as Ahe on{\fou Just cf’gabed,
e R RS . the screen tells you that ! ¥ .
AN ) . r ) 3
W R o ‘ '.v,“-{%“ cﬁb
e ' you Ay NOW : e & i& :
S " (1) .PRINT FORMAT DATA < * . F
: R + (2) °~ REPLACE THIS FORMAT Jthe onl.# way
v “format). - . - = *
3 R " (3) . CHOOSE ANCTHER FORMAI& &
- (4) MOVE 'ON TO NEXT FORMAT , :
3 type. (1 to 4) TO ENTER your cnoicz“ "‘ "
RETURN 1t is a*good idea to print the for '
o ‘ so that you will remember i t&ar&cbe'

Prlntlng the format data

type 1
RETURN
RETURN -

" type 4

to PRINT FORMAT DATA - ¢
TURN ON PRINTER & PRESS . ¢ °

W ‘
The program will automat1cally prgnt the characteristics.
It will then display the four chpices, (l) PRINT, '

(2) REPLACE, (3) cuoosr-.', or (4); Mo@ »»3;‘ : -
CF 2 -
to MOVE ON TO NEXT FORMAT '.j o . A, " ‘

e .
e
Y P
. “ Rl
, ¥ "32
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 ‘type p
. ¢ -~ RETURN

Qn the following page is iﬁcluéeq information on:

‘Creating a data format

to CREATE NEW FORMAT

. to'accept a 79 column REPORT WIDTH. This will produce a

report on a typical 8 1/2' X 11" page.

For, SCREEN REPORTS, ENTER 39, since the screen is only

39 columns wide.

For -wider reports, specify the width as determined

during the layout process.

1. Creating comment iine, that is, titles and footnote.“

2, Creating column titles

3. Setting up computed fields.

4. Entering the fields to be printed.

. "5. Designating special report elements.

-

N

LS

(-
A\ v 4
A N
/7 \) %
+ . 12
) 5, : 5‘: 3
.
R w’: w 4 - 4
3o 33 :
kY
fad
4
ﬁ ' v R ]
o \y ll ¢ )
Wl :
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Creating comment lines - )
. type'Y *  if you want to give the report a 'header (title) and/or
¢ .. . footer (footnotes), .
type N - . - ' N (No) if you do not
RETURN .

.
‘ . .,_

Entering comment lines - ..

e Use your layout sheet to guide you!

® enter lines 33 e.haracter's at a time.

e Press RETURN for next section.
w <

® Use up to 9 lines.
‘@ Leave line blank to skip a line on your report.
e enter Top of Page comment lines first, foldowed by footnote lines.

8, [ ) I1f ydu do not waht a line centered, enter a @ after the last
character on the lines.
v

® After you cémpiete each line, simply
. . &
type Y - to ADD ANOTHER COMMENT LINE.' 4

Py

e when you ‘have entered all of the title and. footno lmes

gpe N to stop the process *. %’
. ’ 4 7'/ .
. . -~ % L
Editing comment lines ; - ‘
" type _ the number of the LINE TO EDIT.
"when you press
RETURN A the line will be grased and, you can retype the 1ine.
CTRL/N ) to move to the NEXT WINDOW SECTION
type § for NO EDIT when you are finished.

RETURN v . »

Specifying ‘where comment lines go

4".‘!_

type : : ‘the §# COMMENT LINES AT 'TOP OF PAGE? (Others will print
as.. footnotes) , .

RETURN : ;}’ y 3
. o - S ' ,
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SETTING UP REPORTS .
»
Setting up computed fields o
type Y if any of the fields in your report: are to be COMPUTED ’
: from other fields on your form. . . .
RETURN
e _ > The program will list the fields.»
" CcmRLN - will move you to the NEXT PAGE of fields.
type : FIELD # (@#= CONSTANT) a :
{RETURN S i : | 4
type ¥ 4 =, * (multiplication), / (divide), A (exponential)
RETURN R _ '
type FIELD # (or CONSTANT)
RETURN .
Type CONSTANT
RETURN : - N :
type Y- © for ANOTHER computed FIELD or N to stop the process
RETURN : '
“ Y
g !
‘0
t & : o
35
>
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N

Entering the fields to be printed

CTRL/D allows you TO SEE THE REPORT FORMAT or FIELD LIST
CTRL/N allows you to move’to the NEXT SCREEN or NEXT PAGE of
: fields "

RETURN  °  TO CONTINUE

-

® - Use your layout sheet to guide you!

type 'FIELD NWMBER (4 IF DONE)

&

RETURN . . :

type : TAB ADVANCE (@-99)

'RETURN ' : :
type f PRINT WIDTH to specify the amount of space you wish to

o

a

allocate to the column. If you leave this blank, it
will default to the field length in the file.

R

+

36
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~

Special Report Elements = S ;

»

. Print widths

Long code descrlptlons

i

If you leave. the Print Width space empty, the follow1ng Tules will

determine the default print width that will be allowed for the
current’ f1eld-

’

Alphanumer1c fields will be set to the w1dth of the f1eld in your

'flle (same as the field length on your form).

Phone number, Social Security and Date fields" will be set to, tne1r
proper lengths - 12, 11 and 8 respectively’V\\_ i
Yes/No fields will be set to 1l character. ' ¢
Comment fields will be set to their maxxmum legal length of 15.
Record Numbering will*use 4 spaces. ‘

T ‘
All other fields (Numeric, Dollar/Cents and Horizontal Sub- and

- Grand Totals) will be set to eleven (Applesoft's maximum of nine

significant digits, plus room for decimal point and minus sign).
REMEMBER TO SET THE WIDTH OF-THESE FIELDS TO 15. CHAR.ACTERS IF YOU
EXPECT RESULTS IN SCIENTIFIC NOTATION : \ T

-

-In order to speed data entry you may code field entries with a set

~of up to 5 numbers or ‘letters (see directions under speed1ng data

type Y
RETORN

entry: (1) LONG CODE DESCRIPTIONS). .

Using the FILE MAINTENANCE option you may then create LONG CODE
DESCRIPTIONS (or table look=up values)

If you answer yes when the report data format module asks ip\nt
ipt

them, the program will automat1cally substitute your descr ions
for the code in your file.

)

" Be sure to leave enough room to peint the long description.

to PRIN'I‘, LONG CODE DI:.!SCRI—PTIONS or N not to 3

-
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Special Report Elements), cont'd.

N

Horizontal subtotals ' f : "
. .

By entering a number from 1-5, you.may add the contents of ﬁhis ‘field’

. . to.one of the five subtotals. If you enter a "O" (or. leave the space
a vblank), this field will not be 1nc1uded in the subtotals or grand
1 .. total. ) ‘ . A
. . . 'v‘ * . -
. RETURN - will enteg a § for this option.

Number after decimal point_

This'ffﬁure will be used in formatting the ptrntout of this field.
Numbers are always printed right justified, and traillng zeros will-
be added if necessary, so that your decimal- points (or the "ones"

place if you enter zero or leave this flgure blank) w111 line up in a- |
. Vertical column. : TN : . , -~

RETURN ot will entet a § for this option=

o ‘%w w*Coluansubtotals'and totals - - . ‘ e \\g\_~\

e "If you enteriya "Y" here, . subtotals w111~be kept for the values in
this column’, d pr1nted at each subto 4 break (for information on
subtotal breaks, see d1rect10ns). A gtand total w;ll also be printed
- .at the end. of | the@;eport. i . !
=, ' » . . [ : ‘-
: ) A o 4
type /N '*'fdr this op‘tion ' g '

. Record numberlng A gb ) i Lo = '
i l. N ﬁ .. b ' M

ea_ . type 251 ", -~ to number records by subtogal ’f Z P i T

A

co. 8 : oo A

_’type 2§2; f."fﬁ to nuﬁber records by report - IIH, . . .

Co I %pu may have thé ords #n your repo:t numbered by the
. L o - program. ‘Recor @ Nu er1ng by Subtotal will Zero the
‘ S ‘count’ and start/over each time there is a gubtotal ﬁ"%?ﬁ#
;- . . ‘ beeak Record’ Numberlng by Report will. prfnt a count fv't‘
. o @rom one to the total number of,records in the report., S
4 . . » S
L S If yéu do not enter the idth, for-a Record<Number1ng S
o '3 field, it will be set to default of four. ;
¥ . L B

3%

Q '. . -u' . > " -,‘-";- _J. L i
ERIC - . B o L. o

. v
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e SETTING UP REPORYS - L '
o §gecia1{ Report Elements, cont'd. A T R
N Data coimments or labels T . e -
- Iz ‘.-‘ . . - . . . : g . @
type 225 ¢ . ADD A CauMENT % o

RETURN mge ‘ o

“ .e A Comment Field is a skrlng of 1 .to 15 characters whlch will.be
printed in the same pos1tion in each record that is 1nc1uded in .
your report. Comment fields may be used to,add special . '
punctuation (for instance: %, /, or 3) or to. add labels to data
fields.- o . : ’, ' -

R ~

o Comment f1elds w111 be pr;nted at‘each subtotal break, and w1th
the totals at the end of the report.; - _h“».“-'p .
e In some cases, Comment F1e1ds may completely teplace the column b
‘Q?A ’ titles. This can mike reports with several lines of data for - .
‘ ' each record ‘easier to .read. -To use: this format, simply enter a . .
descript;ve Comment;Field (often the field ‘pame from the form) to

b&\displayed ‘in froht Of the'contents of each data f:.eld that yéu

will: 1nt. : : s R _ : L .
’ R e
-; DB MASTER allows up to 20 comment - fields‘per repOrt. To enter a.
" comment field, use the field number lahéled "Af§d a Comment,™ ?

Each time you add a comment, it will appear in the field 11st, - ?"
: and the number for Add a Comment wiﬂ be ' increased by one. . T
® You“ ‘may choose any width from 1l to 15 characters for a coﬂmentf'
field. The w1dth will normally be -equal to the number of spaces.
in the comment. if you do not enter (¥ value, At will default to'
fifteen.

_&T" . “
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SETTING UP REPORTS

Setting the sortkééiteria

! o

*

Y J
.

D B MASTER can "sort" your recordséin alphabetic or numeric order
based on the contents of any of the fields in your file (but .not
computed fields), or on a combination of as many as six fields. The
information required to perform a sort is stored in the Sort
Sub—format. )

(As with the other sub-formats, there will be a list and menu from
which you may choose an existing format to use, replace or print out,
or to create an entirely new format )

When you create aeR Sort Sub-format, a 1list of the fields in your
file will appear ‘on yanr screen. As before! you may enter a CTRL/N
to display the Next page of the list. "Below the list will be a

., prompt .asking for the number of a field to use for your sort.

Your records are already sorted and ‘stored in prlmary Key order by D
B MASTER. So obviously the fastest way to run a report is to print
it ‘in primary key order (no sort required). To print your report 1n
this way, choose the- standard sort format included by the progranm,

.which is called "File Order.” (Or create a "null® sort format - that

is, one with no sort fields at all.)

When you run a report in primary key order, the records are taken
from' the master data diskettes, and the appropriate fields are sent
directly to your printer (or to the screen).

NO' TEMPORARY FILE IS NECESSARY WHEN PRINTING A REPORT IN PRIMARY KEY
ORDER.

If you wish to print the records on your report in other than the
primary key sequence, you may now enter the numbers for up to six
sort fields. , 1

D B MASTER will sort the file based on the contents of the first
field that you enter. That field is called the "Major Sort" field. .
If there are two or more records with the same contents in that

field, they will be sorted into the order of the second sort field,
and so forth.

40
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Designating.subtotal break fields

¥

Identifying page breaks |

If one of your sort fields will have several records with each

‘value, you may f£ind it useful to "subtotal break" on the

contents of that field. That means that every time the contents
of that.field changes, the program will stop and print subtotals-
for all of your column total fields before printig the records
with the next value in that field.

After you have set up your sort the program will ask how many of
the sort f£ields you want to subtotal break on.

Note that in orderato ‘subtotal break on, for instance, your
third sort field, you must also break on the first two fields.

Dy

You may also ask D B MASTER to automatically begin a new page
whenever a subtotal break occurs on certain fields. If you are
using continuous form paper, your printer will skip to the top.
of the next page as soon as the subtotal information has. been
printed.~ Otherwise, the printer will stop after the subtotals
and the “program will prompt you to insert another sheet of paper.

The same restrictioﬁ that applied to subtotal breaks also
applies to page breaks (for -the same reason). In order to page
break on the second sort field, for example, you must also break
on the first, and so on. Also, you can only page break on
fields that you also subtotal break on.

’

. Note that it is not necessary - to include a field that you will

use as a page break field, as a printed field on your report.
The name of the.field and the new field content that is

-generating ea ge break will be printed at the top of each

page. And since the contents of the field will be the same for
all of the fie ds within that spbtotal/page break grouping,
printing the field in each record would be redundant.

If you have Sssigned a long. code description to the contents of
the page break field, both the actual (short) field contents and
the long code description will be printed at the top of each
page. This occurs automatlcally -~ there is no need to request
it. ' :

41
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Restricting the size of sort files

: ° If you are not printing your report in primary key order, and if
you have more than one diskette of records . in your file, you

. RS . should try to break up the report in some way so that your

O - Temporary Print File will not' become too large.

v T e IF A TEMPORARY PRINT FILE. GROWS BEYOND A SINGLE DISKETTE, YOU
C WILL HAVE TO DO A GREAT DEAL’OF DISK "SWAPPING.® NOTE THAT THIS
WILL NEVER BE A PROBLEM IF YOU PRINT YOUR REPORTS IN PRIMARY KEY

13 .

~ SEQUENCE.

[ When you have named your Select sub-format, you are nearly
finished. All that remains is to tie the four sub-formats into
a single Master Report Format.

39
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v

Setting the select criteria .~

. @

-z

‘You may- use any of the search types in setting up your selection, -

7

'The procedure for selecting records for inclusion in a report is

identical to the procedure for searching for records for screen
dlsplay (see pp. 20-25). '

~

‘The same form which you have- used in Searching for records will

appear on your screen. You may. then enter as many as twenty criteria

, for the program to use in choosing the records for your report.

(Each Range criteria counts as twa of the twenty.) .

1nc1ud1ng "OR's"

r

To pr1nt the entire fileﬁ enter a CTRL/S to Save the ‘format without
entering criteria into any of -the fields.  Or simply use the standard .

Select format created by the program, which is called 'All Records.”

43
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-

N

The four sub-formats which you_ ave now chosen or created will be
treated by D B MASTER as a igle Master Report Format (the

individual sub=formats will Qtso be available for inclusion in other
Mdster Report Formats at a pk er date). :

The program.will now ask i wish to store: this Master Report
Format for repeated-use, If you do, you will be asked for a name for
the Master Format. fry to use a descriptive name which will remind
you of the contents of the format when you see it in a list of
formats in the future. The. next time you want to use this report
format, you will not have to re-do any of " the‘procedure that we have

. just finished describing. .You will simply tel thq;progfam which

previously creatéd Master Report Format you -wish\to use, and the
computer will take care of the rest! ‘

-t
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SETTING UP REPONPS S .
- ¢ . o . : . ) . N . . ?
Givingﬁthe Format & different title < o -(‘i .
. ‘ . C . <
K Finally, .you. may. enter a title for your report.‘ If you* are stor1ng
the master formit for repeated use, the master format name will
become the default for the report title, since theygwill .frequently
be the same. \Press RETURN to accept the default,.d} type in a
different title. ‘ ‘ o R y
IF YOU ARE SETTING UP A LABEL FORMAT, DO NOT INCLUDE A REPORT TITLE!

1f there is a default displayed for the title, press the. SPACE bar.
once to wipe out the default,,then press RETURN.
/

e
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- PRINTING A REPORT

Selecting the-Master Report Format Desired

L J

\

There are two ways to get the module which actually prints D
MASTER'S reports: one is by setting up a new report format an
telling the system that you wish to print the new report right{away,
and the other is from the Main Menu, by entering a "5". ("Set Up or °
Print Report®) and answeting *N" to the qu stion *Create New Report?"

1f you have come from setting up a new formag, the ptogram will
proceed to set up and print that report. Otherwise, you ‘will be

- shown a list of the master report formats that haye already been

created for the file you are working with, and you may choose the one
you wish to prlnt. Note that the first format listed, called "Print
All Records®, is put there by the program, and includes the four
standard sub—formats which D B MASTER sets up when it bu\gds each
file.

The directions on your screen will prompt you for the various '
diskettes needed by the program. Remember that if you are printing a
report whith is to be sorted, the system will have to build a
temporary print field, so you should always have an extra diskette or
two available. If you have a very large file, building the temporary -
file can take a half-hour or more. -The flashing cursor én your
screen will assure you that the program is still working (it will
also turn the disk drives on frequently as it builds the file), and
the number at the center of your screen will tell you how many of

“your records have been included in the report thus- far.

The program will ask you to confirm the date to be printed on your
report. You may either press RETURN to accept the date as displayed
on the screen, or press the ESCape key to enser a different date. .
This date may be enteéred in any format, so styles such as "30-NOV-80"
are acceptable. The maximum length for the date input is nine
characters. : C

1
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PRINTING A REPORT - . : e
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Changing report parameters ‘ . . '

‘@ When your report is ready to print, a- display will appear on your -
: screen. You may now change most df the parameters which are set up
both in the, Page sub-format and in the Printer Parameters section of
File Maintenance, plus a few extra features, as follows:
(1) PRINTER SLOT # (0=SCREEN) .
(2) SUMMARY ONLY _ ) S
4 (3) FORM FEED - \ '
. . - (4) LINE FEED
- . - (5) INTERFACE TYPE .
’ (6) SPACES BETWEEN ‘RECORDS
(7) PRINT LINES/PAGE : .
(8) TOTAL LINES/PAGE . ) L :
(9) , sTOP BETWEEN PAGES ,
.(10) STATISTICS '
(11) CoMMAS

’

"® Those parameters which are normally set in File Maintenance or the
Page format will default to the values set there. Summary Only,
Statistics, and Commas will all default to "No". To change any of
the Yes/No parameters, simply entér its number. Each time a
parameter's number is enteped, it will "toggle" back and forth _

¢tween Yes and No. To change any of the other parameters, enter its
er, and the program will ask for a new value. You may. make as
many changes as necessary before printing your report.

e If you stop your report before it is finishe@ (by pressing "ESC"), or
. ~after the report has been completed, the program will ask ‘if you wish
to-begin that report again. If-you say "Yes", the program will
return to the Change Parameters display. You may then make whatever
changes are necessary (if any), and begin again. This process may be

repeated as often as needed. ' :

47
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'. PRINTING A REPORT !

S . . \

Including statistical information in reports
‘@ - Statistican information is available in the report generator. To geét
the Count, you must use "Record Numbering by Report® or."Record

Numbering by Subtotal Break". The Sum is the same as a column
total. To get the Average and Standard Deviation fqr, those fields Te
which you are tofaling,. turn on the "Stafistics® function before.
printing the report. This means that your existing reports can be

' ’ 'printed with. statistics without having to recreate them.

® The statistics will be printed at each breaf where column totals’ -
- appear. You MUST have requested column totals on a field in order to
get statistics for that field. ’

e §tatistics may also be included in screen and summary only reports.

- Printing summary only reports L _ PN

e Finally, the program will ask if you would like aynormal or a summary .,

only report. A summary only report includes everything BUT the

‘ records themselves: that is it will print the report title, comment,

- footnote and column title lines, subtotal and page’breaks, and. column

sub and grand totals., But the records themselves, which normally .
constitute the body of a report, will not be printed. The purpose of
a summary only report/.is to save printing time and paper when the
only facts which you/really need are the column subtotals and *
grandtotals. Any report format may be printed as a summary only

-4 : report at:-some times, and as a regular report at other .times. ’

~ {

48

105 SR




4-—-@’4 ’ .\’

USING DB MASTER °© - _ ) Y

ot y -
- PRINTING A REPORT
Y AN v ‘ IR

[N

. . Stoppirng and startig% printout .
. .:® If the bage format being used by your report”includes'Stopping.
: between pages, the program will stop whenever it is necessary to put-
a fresh sheet of paper into ghe printer. This ‘feature may also be
used with screen reports to print:a full screen page, then wait for a
R key press-before printing the next page. :

e In-addition,” you may press the ESCape key to stop the report at any
- time (actually, it will finish printing the record that it is working
on, then stop). If you do so, the program will give you the choice
of starting the report over again (from the beginning), or réturning
to the list of available master report fcrmats, where you may choose
.a different repqtt to run, or enter a "0" to return to the Main .
L . Menu. 1In starting the report over, you may again choose printer or °*
screen, and summary only or regular reports, . A
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There is also a Stopystart feature that will let you press any key
- (except, of course, ESCape and RESET) to temporarily stop the
> , ‘printg?t, and then press a key for a éecpnd'time to re-start the

~ Teport from the point where you stopped it. This is useful when
screen reports scroll off the scéreen, when sthe paper slips in your

printer, or when the phone rings and you want to stop the printer
temporarilyy\ ) . ‘
v, ® When the report is finished, you may re-start it, choose another -

report td run, or return to the Main Menu. Note. that any. time you
. re-start a report you will have the choices mentioned above of screen

or printer report, and normal or summary only report. So you could,

for example, run a summary only report. So you could, for example, ¢

run a summary only report on your screen, then switch to your printer

for a hard copy of the full report, and so forth, without returning

to the list of available reports. '
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